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NEVA-CLOG PRODUCTS, INC. 


neva-cloe DJ-340 stapies 


The proper functioning of a Stapling Machine is dependent upon two factors: (1) the proper 
construction of the Machine. (2) The staples used. 


If staples are incorrectly formed or poorly made, if they vary in any one of three dimen- 
sions, or if they have improper cohesive material, they will sooner or later cause trouble. For 
that reason NEVA-CLOG machines are made with close tolerances to assure proper and con- 
tinuous operation with staples that are made with equal tolerances to those of the machine 
itself. Thus NEVA-CLOG Staples are made with greatest care and constantly tested for 
proper dimensions, hardness, sharpness and cohesion. 


They are uniform and guaranteed to function properly. Staples of other size and other 
make will not fit nor function properly. 


NEVA-CLOG DJ-340 Staples are made to fit NEVA-CLOG Machines J-30, J-60. Always look 
for the silver box with black and red lettering with N-C trademark to assure you of satisfaction 
and the protection of your guarantee. The die-cut end piece allows staples to be easily taken 
out of the box. 


BRIDGEPORT 1, CONN. 


STAPLING MACHINES AND STAPLES 
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| Perfect performance companions to Pinnacle Car- regular office equipment dealer or the Columbia Of- 

bon Paper are PINNACLE TYPEWRITER RIB- fice nearest you for prices and a demonstration of 

BONS. Their clear, prestige building, executive type Pinnacle Ribbons and Carbons. Find out how you can 

correspondence “‘sells” your firm at a glance. Ask your have quality typing and save money. 

COLUMBIA RIBBON & CARBON 
; —— MANUFACTURING CO., INC. 


Main Office & Factory: Glen Cove, L. |., N. Y. 


New York Sales & Export: 58-64 West 40th St., 
Midwest Sales: Kansas City, Mo., Dwight Bldg. 


| 
Chicago @ Detroit @ Milwaukee @ Minneapolis 
| Nashville @ Philadelphia @ Pittsburgh @ Portland, 
Oregon @ Cincinnati (Harris-Moers Co.) @ Atlanta. 
Also: London, England @ Sydney, Australia. 


THE SMUDGE-RESISTING 
CARBON PAPER 


THAT NEEDS NO ERASURE SHIELDING 
OFFICE MANAGEMENT AND EQUIPMENT 3 
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‘DUPLICATOR 


QuicK 
DRYING 


i / NIAGARA * 

\ INK / DRYING \ 
. GRADE | | NIAGARA }) 
\. BLACK A/ 
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— "' stewere pupricat™ 


Test this new Niagara cellulose stencil!* You'll find it cleaner- . 
cutting on either typing or stylus signatures . . . easier to cor- 

rect... non-clogging in the typewriter . . . stronger and better 

for long runs (up to 20,000)... less expensive. 

It was developed after months of research and wide- “Weill toll you how to run © comparative 


spread actual field tests by the organization which builds nati 
the famous Niagara Duplicating Machine—world’s fastest 

ica ia at 
Learn what this improved stencil can save you in time and enbeen, eeeneee on. 
money. Send today for free samples. | 128 Main St,, San Francisco 5, Colt 
Please have your local dealer call. [(] ! 
A LSO MA D E BY th 1IAGA RA Please mail me free samples of Niagara ! 
| stencils’ and other helpful information | 
@ Inks: Black A, Black Budget and other inks in every color, designed for high- '  qbout stencil duplicating problems. [] | 
speed stencil work. Equally good on ordinary duplicator. ; } 
@ Ink Pads : ERE Pe ine dee een le atelier terre a 
es tyli al — sii scsi tacseyreecevccabvensninleen vimsisctankenndebisale 
© Type Cleaner & Brushes SL ee 
. . and everything you need to get the best out of your duplicating machine. 
eee le eee ' 
NIAGARA ~~ -----> Felt Tine oer —  —— 


a : world’s fastest duplicator 
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“ This concealed 
safe unit is a patented 
Invincible EXCLUSIVE! 


PERSONAL 
FILE 


You'u like the advantages of having this 
concealed safe unit in your office. 
It's handy for the personal papers, receipts, 
documents and other valuables you want to 
keep in private. 
Call your Invincible dealer today and ask 
him for details, or, stop at his store and see 
this exclusive patented Invincible feature. 
Your office needs this personal file. 


INVINCIBLE METAL FURNITURE CO. 


MANITOWOC, WISCONSIN 


June, 1946 
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ATER FILING EFFICIENCY 


At Browne-Morse Research Laboratory, a test was de- 
vised to learn just exactly how much our famous File 
would “take” without “falling down on the job.” Therefore, 
one of the regular stock Files was chosen at random and 
a 66-lb. load placed in one drawer. Then the file was 
placed on the ‘Testing-Machine” and set into action. 


DRAWER OPENED AND CLOSED 50,000 TIMES 
During average office use, a drawer is opened and closed 
approximately 10 times per day. Therefore, test was 
equal to 5,000 work days or over 19 years of continuous 
service. Because the drawer still operated smoothly, the 
test is being continued. 


The major reasons why Browne-Morse Files operate so 
effectively (not only in tests with one file . . . but every 
file we build for you) is design and quality materials. 
Drawers slide smoothly on newly designed channels and 
extension slides equipped with eight heavy-duty, extra- 
wide rollers and two Floating Rollers, which provide 
greater bearing surface. This eliminates possibility of 
scored channels. The technically perfect combination of 
rollers insures smooth drawer action . . . free from bind- 
ing. Solid, one-piece slide is constructed from the finest 
quality material. Years of proven and tested efficiency, 
plus economy, make the Browne-Morse Files the ‘Best 
Buy of the Year’’! 


SEND FOR PILES 
Architects of Efficiency Browne-Morse ° 
tor America’s Office mazracts 2] 


Get the quick facts on 


Browne-Morse Steel Files — 
write for Bulletin 5000. Lists features 
if re) Ww n e ae re) fr . e and specifications plus a complete table 


of sizes. 
MUSKEGON MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
‘ OFFICE MANAGEMENT AND EQUIPMENT June 1946 
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heres why Swinglne 
sneeds production!” 


They’re 100°, ROUND WIRE— 
that’s why SWINGLINE Staples 
step up production in your office! 
You see, ROUND WIRE is stronger 
—gives cleaner penetration. And 
important! ROUND WIRE requires 
less strip-adhesive, commonest 
cause of clogging with ordinary 
staples. SWINGLINE precision- 
made Staples are also 100% uni- 
form, machine-counted, accu- 
rately aligned—and best for all 
standard staplers. If plenty of 
speed is what you need, get 
SWINGLINE trouble-free staples at 
your stationer’s today! 


SPEED PRODUCTS COMPANY, INC. 
Long Island City 1 + New York 


All SPEED products sold 
through dealers only 


ee . ” 
SEE SWINGLINE’S 
NO. 4 STAPLER, TOO! 


ee hee eas Seale sctce NO.4 STAPLER AND STAPLES 


—greatest improvement in 20 years— 


exposes wide-open loading channel, 
permits quick and easy loading. 


WORLD'S SPEEDIEST STAPLING TEAM 
June, 1946 OFFICE MANAGEMENT AND EQUIPMENT 
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Tell me, Buster, WHO CAN THIS be? 


That’s a question thousands can quickly answer! It’s 
the trade-mark of All-Steel-Equip’s famous Aurora line 
of files—a quality line that combines durability and 
good looks. 


A-S-E Aurora Files bring practical beauty to your office— 
you'll point with pride to them. Check the many improved 
features. Note their smooth-action drawers; improved 
locking mechanism, rugged heavyweight construction, 
trouble-free follower and extra filing capacity—actually 


26//, inches of clear filing space. 


A-S-E Aurora Files are backed by more than thirty-three 


We also manufacture 
a complete line of steel 
storage and wardrobe 
cabinets. Write today 
for full information. 


years of engineering experience in the production of 


precision products. Write for complete details today. 


ALL-STEEL-EQUIP COMPANY, INC. 


300 Cleveland Avenue, Aurora, Illinois 
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TO MAKE A GOOD 
IMPRESSION 


O10 Town 


RIBBONS ¢ CARBONS 
DUPLICATING SUPPLIES 


© CARBON PAPERS 

© MASTER UNITS 

© INKED RIBBONS 

© CARBON RIBBONS 

© DUPLICATING SUPPLIES 
© CARBON ROLLS 

© DUPLICATING INK 


RIBBON & CARBON CO. Inc. 


; Foremost mokers of Ribbons and Carbons for Every Use 
750 PACIFIC STREET, BROOKLYN 17, NEW YORK, N. Y. 
_ Sales and Service Everywhere cu 
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Here are the 


LARGE CONSUMERS 


en 


THE BIGGEST VOLUME MARKET 
FOR OFFICE EQUIPMENT 
AND SUPPLIES 


rc wane Wage 34 
and. Eguijemeid 


is the one magaziné devoted exclu- 

sively to this great group of important i 

executives— << = CA 
—the treasurers, controllers, office managers 
and purchasing agents in charge of office equip- 
ment and commercial stationery purchasing in large business 
organizations, including: 


Manufacturers Transportation companies 
Insurance companies Utility companies 
Banks—Hotels Shipping companies 


as well as state and municipal government agencies and bureaus, col- 
leges, school boards, associations, institutions, and other large organizations. 


OFFICE MANAGEMENT AND EQUIPMENT is editorially directed to meet the 
full range of problems of these management executives. It is the most direct 
medium to use in telling them of your merchandise or services. 


Use OFFICE MANAGEMENT & EQUIPMENT @ 
in Combination with GEYER’S TOPICS 


—which, since 1877, has been the outstanding trade magazine of 
retailers and wholesalers of office supplies and equipment. 


Send for rate cards covering either magazine or ask for attractive 
combination rate schedule. 


GEYER PUBLICATIONS 


Established 1877 


e 260 FIFTH AVENUE NEW YORK 1,N. Y. 
@ © @ @ @ Alsopublishers of THE GIT AND ART BUYER, SPORTS AGE and Trade Directories @ @ @ @ © 
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DONT GUESS/ 
DONT GAMBLE/ 


There's no costly guesswork when you decide to 
call in the M & V ANALYST to assist you in getting 
better letters and clearer copies at less cost. He 
will analyze your typewriting work and equipment 
and then give you definite recommendations for 
using the "right" carbon paper for each basic 


need. There will be no guesswork about it, for 
his suggestions will be based on solid facts not 
theory. You benefit three ways. You will get— 
1. Better Letters—2. Clearer Copies—3. At Less 
Cost. Write us for the name of your M & V 
ANALYST. 


ay 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1I188! 


FINE CARBON PAPERS & INKED RIBBONS + PARK RIDGE, NEW JERSEY 
June, 1946 OFFICE MANAGEMENT AND EQUIPMENT W 
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Your Business 


@ When a customer leaves your 
store after purchasing a quality product you 
may rest assured that he will return when in 
need of other merchandise which you sell. 
Practically every successful business, whether 
manufacturer or retailer, is built on this 
principle. 


When recommending Ace Staplers the 
dealer knows his customer is getting a ma- 
chine that will give lifetime satisfaction ..a 
machine that is built with watch-like pre- 
cision, from the finest materials by seasoned 
workmen. 


To match the fine, enduring qualities of an 
Ace Stapler your customers will want, and 
should have, Ace Staples. In the production 
of these Staples only premium quality wire is 
used, absolutely uniform in size, strength and 
temper. That is why Ace Staples have such 
high, tensile, penetrating strength. 


SOLD THROUGH DEALERS EXCLUSIVELY 


Is Built on 


The New 
ACELINER 
“World's Finest 


ACE SCOUT 


A durable, long-life 
stapler. Staples, pins 
and tacks. Guaranteed 
for 5 years. $1.00* 


ACE STANDARD 


Largest sellerinthe 
Ace line. Staples 
& pins. Unexcelled 
stapling perfor. 
mance. Favorite of 
thousands. $6.00* 


ACE PILOT 


Precision built by 
skilled workmen. 
Staples and pins. 
Guaranteed to give 
perfect stapling 
satisfaction. $4.00* 


ACE CLIPPER 


Areal money saver. 
Light weight, easy 
action, built to last 
a lifetime. $4.50* 


STAPLES 


Have highest ten- 
sile penetrating 
strength. Made of 
premium quality 
wire. Hand in- 
spected. 


* Slightly higher West of Rockies 
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is that proverbial 
edie -in- - the - haystack’ 


our card files, books, 


Index with. 


MAK-UR-OWN 


TRADE MARK REG. U.S. A. 


CELLULOID 


INDEX TABS 


Your time is far too valuable to waste in fumbiing 
search for an elusive card, folder or page in frequent 
use. 


Spot your reference instantly- “get your answer quickly. 
Anything worth {i 4 worth , tabs on. Use bright, 
clear MAK-UR-OWN, the tab with all the good points. 


The many “can’t-put-my-finger-on-it-call-you-back- 
later” individuals you come in contact with every day 
are evidence enough that everyone - - - executives and 
clerks, housewives and students --- can make any use 
of these handy, transpar- 
ent, 6" celluloid beaded 
edge strips that can be cut 
to any desired length. 


A “snip of the strip” gives 
you any color, any size 
tab in a jiffy --- and the 
gummed skirt attaches it 
og pe to any re- 

erence. 7 colors, 3 widths 
for 1, 2 and 3 line index. 


further information about time- 


OFFICE MANAGEMENT AND EQUIPMENT 


dauing MAK-UR-OWN index tabs. 


THE VICTOR SAFE & EQUIPMENT CO. INC. 


NORTH TONAWANDA, 


NEW YORK 
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QUALITY is synonymous with 
_‘ SPEED-O-PRINT 


“You are assured of quality if you choose : 
_ Speed-O-Print duplicators and duplicating 
supplies. And that’s because they conform to 
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... the faithful and relentless adherence 
to this threesome: topnotch materials, 
workmanship and design. Performance © 

tells... . quality i is as unmistakably 
e Pas Saad. O-Print.as the wit an ee 
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> the rigid specifications that quality stands for 
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1900 — 194 


"UP TO $1,000,000 CREDIT : 
WHY? ate aia & 
HIGH QUALITY PRODUCTS a ee a 
~ _WE PRODUCED THE FIRST NON-GREASE CARBON 
WE PRODUCED THE FIRST SELF-INKING RIBBON 
ee Ws: now give the world the wonder- ible prints, extreme manifolding and : 
ay ful complete line of New Process cat- wears like the proverbial FRON. This 
c: bon paper, FOUR weights and SEVEN ~~ carbon greatly helps efficiency and sim- Fs 
or. finishes in EACH weightin four brands. ._ plifies purchasing, no office should he me 
a This carbon gives perfect, sharp, leg- without it. af 
| Please ask for samples from any of the Offices below ngs af 
Kee lox, MANUFACTURING CO., ROCHESTER 1, N. Y., U.S, A. : 


"Denver, Detroit, Houston, Indianapolis, Jacksonville, 
Kansas -City, Los Angeles, Louisville, Memphis, Mil- 


_ waukee, Minneapolis, New Orleans, New York, Omaha, — 


_ Glasgow, Manchester, Newcastle, Leeds, Leicester, Liv- 
_ erpool, England; eee a Export 
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UNFAVORABLE 
POSTURE 


DO/MORE POSTURE SERVICE 
FOR SEATED OCCUPATIONS 


@ Surprisingly few persons realize the importance of 
good sitting posture . . . how it retards fatigue and in- 
creases working efficiency . . . how it provides added 
benefits in health encouragement and happy mental 
attitudes. That's why Domore offers the services of 
specialists trained in all phases of Posture Seating, and 
why Do/More Posture Chairs are designed and built 


f a | 
iil lis leit act 


For secretaries, stenogta- for individual adjustment to the user. 
phers, clerks and other ; . 
office employees. You owe it to yourself and to your business to inves- 


tigate the advantages of Do/More Posture Seating Serv- 
ice. For seating advice, call upon your friendly Domore 
representative— write us today for his address and copy 
of illustrated folder D71. 
DOMORE CHAIR COMPANY. INC. 
Dept. 627, Elkhart, Indiana 


DO/MORE (2° 


For department heads and 
other top management 
executives. 
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Parker Quink 


Have you ever made a test to find the best ink 
for your office? 

Try it ... you'll find there’s a world of dif- 
ference in inks. Some gum and clog, some 
fade easily, some will ruin pens and equipment. 

But you will find that Parker Quink pre- 
vents metal corrosion and rubber rot because it 
is the only ink containing pen-protecting solv-x. 

Solv-x actually stops pen troubles before 
they start! 

Quink with solv-x is America’s biggest selling 
ink—a brilliant, smooth-flowing, fast-drying 


Copr 1946 by The Parker Pen Company 


Oe : 
SSS 


with Solv-x! 


writing fluid that is ideal for every office use. 

Quink won't fade! Even after hundreds of 
hours in blazing sunlight, records written with 
Parker Quink stay clear and sharp. It resists 
water—it photographs perfectly! 

And it costs no more than ordinary inks! 
Give Quink a trial—see for yourself why it is 
“standard equipment” in so many big offices. 

Full range of colors; 4 permanent,5 wash- 
able. At all good dealers and supply houses. 
The Parker Pen Company, Janesville. Wis- 
consin and Toronto, Canada. 


FREE: 


Attractive, colorful booklet 


PARKER QU/NK 
Whe only ink coniltining SUK 


dune, 1946 


that shows-all, tells-all about 
Quink with solv-x. Filled withfacts, photo- ~ 

graphs, and testimonials . . . proof of Quink’s superi- 
ority. A handy selling aid you'll want to show your 
prospects! Write The Parker Pen Company, Dept. 
7, Janesville, Wisconsin . . . for your free copy today! 
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THE GREATEST EVENT | 


7 
fe 


Feldco ... always up front with the latest ... now gives 
& you Vinyl-Tex! Here is a material that will strike you'¥ 1 
fim with its beauty... color, texture and finish . .. but that’s (Rm 
B> not all! ee 
Beneath its exterior of attractiveness lies the rugged Way 
strength which made this material the choice for army ™ Bi. 
» tank upholstery covering. It is resistant to heat . . . alkalis 
S ... acids and abrasion. . 

» Because it combines both beauty and durability in such “mm 
> substantial quantity, the Feldco line of Vinyl-Tex Binders am 
¥ _ open up new fields of profitable sales to you. You can‘ 

: m. stock and show this line with the knowledge that nothing 


eS tomer satisfaction. 
eee § Contact your supplier now and take advantage of being 
See the first to offer your trade the new Vinyl-Tex line of zip- 
per ring binders. 


= 


| FELDCO Loose Leaf CORP. “teins 


NEW YORK - 25 CENTRAL PARK WEST - PHONE CO-5-0282 + PACIFIC COAST - 788 MISSION ST., SAN FRANCISCO + PHONE DOUGLAS 8563 
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Is any Business Office truly modern—today? 


BUSINESS LEADERS are fully alive to the urgent need to overhaul, revitalize and modernize 
the business office; to introduce new methods, procedures and equipment so that the ‘‘nerve 
center’’ of industry may match in speed and efficiency the increasing tempo of production and 
distribution. They are preparing an event of vital importance to every executive— 


“OFFICE WEEK” Sept. 30 10 Oct. 5 


FOR BUSINESS EXECUTIVES and KEY OFFICE WORKERS 


=A WEEK OF CHECK-UP! How can executives and workers cope with the fast-moving changes that are 
taking place in every phase of business? How can they meet new and more 
—A WEEK OF WAKE-UP! exacting requirements that are certain to follow? “OFFICE WEEK” —sched- 


uled from September 30 to October 5—will be the broad question-and- 
=A WEEK OF FACING UP TO answer period, in which management will take stock of itself, of its needs, of 


THE NEED FOR MODERNIZATION! its outlook—at the 


and forums of these participating organizations: 
New York Chapter, NATIONAL OFFICE MANAGEMENT ASSOCIATION 
New York Chapter, NATIONAL ASSOCIATION OF COST ACCOUNTANTS | 


GRAND CENTRAL PALACE, NEW YORK—SEPT. 30 THRU OCT. 5 


38rn NATIONAL 


To this New York National Business Show—the first to be held since 
1941—business men and women responsible for planning and man- 
agement are invited to bring their problems during ‘Office Week’’. 


Plan to visit this i rt- 
Here the nation’s leading producers of business systems, machines, selibcane 


equipment and office supplies will answer those problems with tested, ant exposition. Time 
proven ideas and facilities for more efficient operation. spent here will be well 
Here will be a chance to see and judge for the first time all the im- invested. 


portant advances now available, many of which have been in process 
of development for five years or in restricted use under wartime 


limitations. 
Here, with six days of fact-revealing forums, addresses, discussions Sa ALLA AAADAALAMMAELLL 
and consultations with top specialists in every branch of office admin- Pit. B™ NATIC 


istration, business will get down to cases and tap new resources for . 


: - N 
time-saving, cost-saving productivity—with better paid workers. — 
NOTE: Prepare for ‘Office Week’’. Study your needs, jot down your Ni eet ‘Ms 
problems—and bring them to the Business Show. Notify your staff of % ane § 
this important event—the opportunity to ‘‘complete the job”’! = 


NATIONAL BUSINESS SHOW COMPANY, 30 Vesey Street, New York 7, N.Y. + Telephone CO 7-1392 
Frank E. Tupper Edwin O. Tupper William A. Tupper 
June, 1946 OFFICE MANAGEMENT AND EQUIPMENT 19 
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Vos Most Pyoular 
“HIGH-WAY” of FILING 


IN AMERICA _ 


_ HANG-A-FILE 
zs he Cormpléle Filing U: ow = 


HAND-A-FILE is packaged efficiency 
...a complete filing system ready to go 
to work. HANG-A-FILE includes the 
caster equipped steel cabinet PLUS 25 
HANG.-A-FILE FOLDERS AND _IN- 
SERTS. Enthusiastically acclaimed by 
dealers and their customers from coast 
to coast. Recommended for: corres- 
pondence, shipping orders, shop tickets, : 
bills, orders, invoices, etc. HANG-A-FILE 
presents the greatest sales opportunity 
offered in years. Act today ... get 
your share of this profitable business. 
Write — Telephone — Wire. Complete 
information on request. 


No. 30 HANG-A-FILE 


Complete with 25 HANG-A-FILE folders 
and inserts. Folders supported by full 
length chorme finish metal hangers which | 
rest on two guide rails. 


All metal file, caster equi eet. finished [ \ 
in olive green enamel 13% in., 
depth 18 in. height 27 in. > 

Shipping weight 33 Ibs. Packed 2 to 
carton. Shipped K. D., easily assembled. STEEL 

IMMEDIATE DELIVERY HANG-A-FILE 
Complete with 25 Hang-a-File Folders 
* and Inserts 


Louis H. Farber 
OFFICE FURNITURE «© SCHOOL EQUIPMENT 


Note New Address _ 
31 EAST CONGRESS STREET CHICAGO 5, ILLINOIS 
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MONGOL <> EBERHARD FABER usa 482 - N°2 


acta 


MORE buyers specify MONGOL 482 every year 


ee Its smooth- 


gliding Complastic lead and its soft 


cleansing eraser in a metal ferrule, are Quality 
features that bespeak true Economy. 
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IMPROVED MODEL 


1620 Streamliner Utility Tube Steel Stand 


The most durable, efficient and economical stand. 
Precision built with finest quality materials and workmanship. 


Drop leaf arms 
now equipped 
with pressure 

coil spring 
or safety catch 


New List Price $13.75 


Measurements: Top 16" x 20"'—height 27"°—two drop leaves 
9" x 16"—16" x 38" overall open. 


Legs made of |" tube steel — hard tempered masonite top. 


Braced with plated solid steel rods — shipped K.D. — easy 
assembly. 


Created, Designed and Developed 
by Maso Steel Products 


LARGEST MANUFACTURERS OF TYPEWRITER 
AND UTILITY TABLES IN THE WORLD 


MASO STEEL PRODUCTS 
418 SOUTH CLINTON ST., CHICAGO 7, ILLINOIS 


Factories: ; ENGINEERING DEPT. 
418 So. Clinton St. 3415 W. Cermak Road 3242 So. Pulaski Road 21 E. VAN BUREN ST. 
Tel. Harrison 1752. , Chicago=lllinois _ a - .  «  , CHICAGO, ILLINOIS... 


22 OFFICE MANAGEMENT AND EQUIPMENT June 1946 


Ne “ . =n wi). ee ae . De ya ey tes ee: ee, Se si at oe. ae 
= 
ea: ; 3 
ow ty" 
eee 
ee 
ite ae 
eer: 
a re r = 
Ree 
ie B* 
] alk ; 
‘a ee 
ee 
' : ee 
a 
Eee 
Soe ; 
Fe: a kk a ‘ : La 
2 ee . oe ee ae or ty ‘ eee Te 
“ ca es Se ee ee. ae ee lS a 
ae eater <> eames : on Gre : ea or 
th es oe. a ae 
a = =e“ 
a 4 hee ee emma E é 
“2 ae | 7 
_ 2 SN / : a 
a a 
gs 2 ie 
2 em re 
pee, Be Se 
se i | 3 
et: 
Ven Se 
a 
Piue i \ 
a 2S 
Pe i 
‘ence ae . 
oe 
sl aie ans 
ea ty Mg 
til P a 
Se gile 
Dae, 
‘lates e 
ik ba =i 
Pe oe ta 
= _ és PO 
Shy valli 
3a ne 
a en 
pte 
ae 
a te 
; Bi. 8 
chs saa 
‘Late | Aan 
en ae 
a EL 
Beene ge 
ae oe 
: ons 
ee aur. 
ee ee 
Belper 
ae eee 
Si: aa 
a + 
Seo a 
a 
ee ee: 
Gace —_ 
“Ase ales } 
Bee) 2 
Sond: Galmaaeg Me | 
= ae 
eee 
Ca a 
eer 
a a 
a 3 ae Be : 2 a ae 3 3 7 
i an ee ~) ns aa SSA cc .  . ee ea = i oe? a +) Se eee 


June, 1946 


copy for— 


HOUSE ee. oe oa 
BROADSIDES + FOLDERS + SIGNS 


ADVERTISEMEN 


ADHERES INSTANTLY 

No poste, wax or glue. Spe- 
cial adhesive back makes 
each character adhere to your 
copy instantly. 


SUPERIMPOSE LETTERS 
ON PHOTOGRAPHS OR 
DRAWINGS 

The crystal clear transparent 
Presto-Type background en- 
ables you to set your type 


directly on photographs and 
illustrations. 


PERFECT ALIGNMENT 
Convenient guide lines and 


Pp 9 per- 
mit perfect and easy align- 
ment of choracters. 


BLACK LETTERS FOR 
LIGHT BACKGROUNDS 
Opaque, black letters for 
white or light backgrounds. 


WHITE LETTERS FOR 
DARK BACKGROUNDS 
White letters for use on 
black or dark backgrounds. 


| ' 
IRECTIONAL ARTHUR BROWN & BRO., OM&E 6-46 

ARROWS tec! | 67 West 44th Street ' 

Small, medium and large { ' 

crrows with whife outlines. | 1 

Has hundreds of uses! MAIL ; 1 

COUPON 1 1 

TODAY! 1 1 

1 

} 


Just place the letters in position on ,- 
your copy—they adhere themselves | 
—and you have perfect reproduction 


ARTHUR BROWN ‘& BRO. 


. 
67 West 44th Street 


Bao Sy 


@ Snap up your reproduction copy for offset and engrav- 
ings this quick, economical way. Set your own headings 
from a large selection of beautiful type faces. 


@ Each transparent sheet of Presto-Type contains the 
alphabet, numerals and punctuation marks of one size 
and type face in sharp, opaque black or white that will 
reproduce perfectly. In preparing your copy you simply 
cut the Presto-Type characters out of the transparent plastic 
sheet and place them in position on your copy. They 
adhere instantly—yet can easily be removed for resetting. 


@ Presto-Type is easily set in straight or curved lines, 
superimpo on photographs or artwork and gl in 
countless other ways to give you good typography and 
low-cost reproduction copy. 
ONLY 75c per sheet 
Write for descriptive folder and type chart 
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Mew York 18, N.Y 
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RATHER THAN SOLD 


The “Y and E” Style Master Execu- 
tive Desk in steel, finished in warm, 
harmonizing Neutra-tone gray, is the 
most talked about desk today among 
discriminating executives. 


< 


-—-s._w rae nm 


FOREMOST FOR MORE THAN SIXTY-FIVE YEARS 


YAWMAN nD FRBE MFG.(. 


1045 JAY STREET, ROCHESTER 3, N.Y. 


The Franchise that means Quality Merchandise 
OFFICE MANAGEMENT AND EQUIPMENT 
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Blowing Off Steam 


% ONE of the most significant developments in plant man- 
agement in recent years has been the lessening of the com- 
munication gap between management and employees. This 
has, of course, been largely the result of union activity, but 
long before unions had come into the picture far-sighted plant 
management had recognized that it is conducive to efficiency 
and good morale to have fullest possible flow of information 
between executives and personnel. 


The average office, however, still has no well-defined ma- 
chinery for letting employees know what is going on or for let- 
ting then blow off steam regarding conditions that irk them 
in one way or another. The office suggestion systems that are 
making such headway in this field are excellent in encouraging 
employees to give management their ideas on office better- 
ment, but many of these suggestions get turned down because 
the employees making them are not sufficiently informed about 
the policies and procedures of their offices to know when a 
suggestion is in order. 


Then, too, it is still hard for a gripe, whether well-founded 
or ill-founded, to get to where it will be considered. Many 
employees are understandably hesitant about complaining to 
immediate superiors and would welcome some type of office 
machinery through which complaints could be channeled as a 
natural part of office procedure to the proper source. 
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ST eee" IN 


Somewhere in the world today, a sinister figure ik aa 
casts this shadow as he wanders on a mission —— 
...a search for hungry men. He knows 
hungry men have no use for freedom. He 
knows hungry men are easy prey for wooden 
gods. He knows hungry men sell their 
dignity for a crust of bread. 


He is lost because he is bitter. Blind to the 
hope of the future, he only sees the shattered 
dreams of the past. He finds the hungry 
men. They flock to him. They give their 
souls and he gives them bread. And as long 
as they depend on him for bread, we can 
depend on a new, sensational “Man of the 
Hour” rising out of the rubble which is 
Europe today. Must hungry men depend 
on this lost, bitter shadow for food? 
Or can they depend on you? 


| SEARCH O 


, PUBLISHED IN THE INTEREST 


OF THE FUTURE 
BY BOORUM & PEASE CO. 
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Habit or Necessity — 
Which Governs Your Office Activities ? 


By Dr. George R. Terry 


Director of Research, Foote, Cone & Belding, Chicago. 


* ARE your office activities the result of habit 
or are they the result of necessity? 

Think for a moment. Most of your work is 
traditional, isn’t it? The same reports, the same 
make-ups, the same methods. You’re doing the 
work because, “it’s always been our job to do 
this.” 

Let’s recognize the facts. Most office activities 
tend to gain permanency. They become custom- 
ary courses of action. Once an office activity is 
set up, it is in the nature of things for it to go 
on...andon... and on! 

Herein lies one of the biggest obstacles to 
progressive office management—doing office work 
which has no practical value. 

Modern office management requires frequent 
check-ups to determine the need for its services. 
How long has it been since you questioned 
whether certain activities in your office are really 


necessary? Do you know how the results of all . 
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your office work are used and what purposes 
they serve? 

We need more emphasis today on the why-it-is 
done rather than the how-to-do-it of office activi- 
ties. Why is this report needed? Why can not 
this part of the work be eliminated? Why do 
these people get copies of this report? Why retain 
these records? Why hold this meeting? It is not 
enough merely to see that office work is performed 
efficiently. It is also necessary that the work 
serve some useful purpose. 

The key to purposeful office work is quite 
simple. It is the extent to which office work 
helps achieve the objectives of management. All 
paper work should contribute to the fund of 
factual knowledge which management needs to 
carry out its job. Work not satisfying this re- 
quirement should be discontinued immediately. 

An office manager should know precisely what 
the objective is. This is true because the objective 
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manifests the determinative force which governs 
what office work can be used and, therefore, what 
office work should be performed. 

Because the objective is so important, it is im- 
perative that the office manager have a crystal 
clear concept of it. To make certain that you 
have, test yourself out in this manner. Put the 
objective in writing. Use simple, easily under- 
stood terms. The objective might be complex. 
Leave it that way, but express it in simple terms. 
This ability alone tests your true understanding 
of the objective. But to make certain that you 
understand it, show what you have written to any 
normal fourteen- or fifteen-year-old American boy 
and see if he understands it. If he does, you can 
reasonably conclude that you have a clear grasp 
of what you are trying to accomplish. If he 
doesn’t understand it, go back and _ re-check 
yourself. 

The aims of top management change through- 
out time. Records which are purposeful today 
might be out-moded tomorrow. It is therefore 
important that the office manager make periodic 
check-ups to determine if any current office work 

1. can be eliminated 
2. can be combined 
3. can be simplified 


Chasing an office error in 1839. 


Honore Daumier. 


in order to serve better in helping management 
attain its objective. 

To illustrate, let us take the case of office 
reports. Assume that the objectives of manage- 
ment are definitely known. This means we have 
a guide to measure the practical value of the 
reports. 

Three steps are in order: 

1. Survey all reports 
. 2. Analyze these reports 
3. Institute control over report writing. 

A survey of all reports can be started by col- 
lecting copies of all existent reports. Along with 
this work, questionnaires should be sent out 
requesting information such as the following: 
The names of all reports prepared 
To whom they are sent 
A brief summary of each report 
The intended purpose of the report 
The importance of this report with 
reasons why 
Likewise, similar information on reports received 
by each department should be obtained. 

After collecting the available copies and obtain- 
ing the information from the questionnaires, we 
are ready for the next step. This is to analyze. 


(Turn to page 52) 
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Conference a Big Success; 


O. L. Jones Heads NOMA 


By Heskett K. Darby 


% NEARLY 1,000 members from the United 
States and Canada registered at the national 
conference of the National Office Management As- 
sociation in the Hotel Stevens, Chicago, on Sun- 
day, June 2nd, for what was probably the biggest 
convention in its history. 

New officers elected are as follows: 

President, Oakah L. Jones, Oklahoma Natural 
Gas Co., Tulsa, Okla.; vice-president, O. J. Mc- 
Munn, Duquesne Light Co., Pittsburgh, Pa.; 
chairman of board; E. H. Conarroe, Metropolitan 
Life Insurance Co., New York. 

Directors-at-Large: F. B. Keller, Fred W. Al- 
brecht Grocery Co., Akron, Ohio; H. A. Wichert, 
Fairmont Creamery Co., Omaha, Neb.; K. B. Wil- 
lett, Hardware Mutuals, Stevens Point, Wis.; C. 
F. Fleckenstein, Standard Accident Insurance Co., 
Detroit, Mich.; D. C. Carlisle, Goodyear Tire & 
Rubber Co., Toronto, Ont.; Ed Perkins, Central 
Testing Service, San Francisco, Cal. 

Area Directors: C. E. Butler, Norton Co., 
Worcester, Mass.; S. R. Leach, York Corporation, 
York, Pa.; J. S. Wall, Gem Dandy, Inc., Green- 


E. H. CONARROE 
Metropolitan Life 
Insurance Co., 
Chairman of the 
Board, NOMA 
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OAKAH L. JONES 
Oklahoma Natural Gas Co. 
New NOMA President 


ville, N. C.; B. R. Haynes, University of Tennes- 
see, Knoxville, Tenn.; Harold H. Kase, Taylor In- 
struments Co., Rochester, N. Y.; W. M. Bennett, 
Inland Container Corp., Indianapolis, Ind.; J. E. 
Mueller, Peaslee Gaulbert Corp., Louisville, Ky.; 
M. J. Seibert, North Western Mutual Life Insur- 
ance Co., Milwaukee, Wis.; L. H. Diekroeger, 
Board of Education, St. Louis, Mo.; L. W. Clark, 
Standard Oil of Texas, Houston, Texas; S. A. 
Reisenman, Security Life & Accident Co., Denver, 
Colo.; J. B. Andrews, Carnation Co., Seattle, 
Wash.; A. J. McCrickard, Dictaphone Corpora- 
tion, New York. 

The next annual Conference will be held in Cin- 
cinnati, May 25th-27th, 1947. 

Leon C. Stowell, president of Underwood Cor- 
poration, New York, and L. A. Griffin, general 
office manager of Johns-Manville Co., New York, 
won the traditional NOMA annual awards at the 
banquet in the Stevens Hotel on June 4th, be- 
fore an audience of more than 1,100. 

Mr. Stowell received the NOMA Fellowship 
Award for outstanding service to business and 
civic enterprises in his community. The presen- 
tation was made by Robert H. Steubing, chair- 
man of the NOMA board of directors. 

Mr. Griffin was given the Leffingwell Medal for 
distinguished service in the field of office manage- 
ment. C. U. Stapleton, himself a Leffingwell 
award winner and a past president of NOMA, 
made this presentation. Mr. Griffin, a former 
president of the New York Chapter of NOMA, 
has been with Johns-Manville since 1928, and 
their general office manager since 1937. 

The opening day of the conference was given 
over to meetings of the Honorary Council and the 
Chapter Officers’ Advisory Council, which were 
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followed by a reception and a dinner. A floor 
show and dancing ended the first day’s activities. 

The June 3rd morning session, under the chair- 
manship of James W. Rees, of the Pure Oil Co., 
heard an invocation delivered by the Rev. George 
M. Gibson, president of the Church Federation of 
Greater Chicago. Harold J. Roth, of the Com- 
monwealth Edison Co., president of the Chicago 
Chapter of NOMA, made the welcoming address, 
to which response was made by E. H. Conarroe, 
of the Metropolitan Life Insurance Co. of New 
York, president of NOMA. Mayor Edward J. 
Kelly of Chicago, extended the city’s greetings to 
the convention. 


Influences 


Walter D. Fuller, president of the Curtis Pub- 
lishing Co., in citing some of the factors and 
trends that influence current corporate thinking, 
and which will influence management’s organiza- 
tion plans for the future, pointed out the growth 
in education, family incomes and savings, and the 
pent-up demand for all kinds of consumer goods. 
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Some idea of the big turn-out at the annual conference of 


Mr. Fuller quoted other figures to prove the su- 
periority of the American corporate organization 
over those of other countries, and the responsi- 
bility of this superiority for an ever growing na- 


_ tional income. 


Pointing out that he was one of the organizers 
of NOMA, Mr. Fuller said that it is impossible 
for an executive to lose the habits of planned and 
organized thinking that he acquires through the 
years; that he can carry these habits into other 
branches of corporate management. 


Executives’ functions 


Professor William R. Spriegel, who holds the 
chair of Industrial Management at Northwestern 
University, spoke on the functions of an execu- 
tive. 

In the afternoon, the conference heard James 
B. McCahey, president of the Chicago Board of 
Education, describe the efforts of his department 
to prepare young people for the business world. 
Mr. McCahey said that he and his department 
have a wholesome respect for general education, 
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NOMA can be had from this view taken at the big banquet. 


but that the results of a survey made in 1936 in- 
dicated the need for a broad vocational program 
for Chicago students; such a program has been 
supplied, he said. 

Management’s handling of supervisory grades 
of help was discussed by O. W. Roberts, a veteran 
personnel administrator now associated with Olin 
Industries of East Alton, Ill. Mr. Roberts warned 
that training of supervisors will be one of man- 
agement’s biggest problems in the future; his 
counsel included the advisability of providing su- 
pervisory personnel with up-to-the-minute infor- 
mation concerning over-all company policy and 
objectives, and indoctrinating this level with 
those elements necessary to a feeling of staunch 
loyality not only for the company, but also for 
democracy and private enterprise. 


Work simplification 


Allan H. Mogensen, management consultant, of 
New York, told the conference that the philoso- 
phy of work simplification in offices must be 
backed by top management. Mr. Mogensen 
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opened the morning session on June 4th. Level- 
ing his criticism at the suggestion systems used 
by some offices, he contended that only 20% of 
suggestion systems were effective. In stressing 
the importance of work simplification, he quoted 
Frank Taylor, who in 1912 said “We are studying 
too many jobs that ought to be eliminated.” 


Better use of time 


Waldo Williams, of Aldens, Inc., Chicago, was 
the second speaker of the day. He said that in the 
face of a continuing labor shortage, particularly 
in the skilled professions, and with the cost factor 
still rising, the problem was to make better use of 
employees’ time. 

Mr. Williams said, in part: 

“This cannot be done by cracking a whip but 
can be done by enlisting the workers’ aid and 
obtaining their cooperation. I believe that the 
most potent argument to any worker is through 
his pocketbook and if any employee is producing 
more work units than his fellow worker he should 
receive compensation to some extent on the ratio 
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of output he is turning out. In order to do this, 
standards of production must be determined.” 

The establishment of such standards would un- 
doubtdly open the eyes of some office managers to 
faulty operations, which they had considered 
pretty effective, he warned . 

Edward N. Hay, personnel officer of the Penn- 
sylvania Co., prophesied union troubles for office 
managers who ignore the plight of the salaried 
office worker. Mr. Hay claimed that too often 
office workers’ salaries are taken for granted, and 
that job evaluation is essential. 

R. A. Hayward, of the Kalamazoo Vegetable 
Parchment Co., spoke on “Keeping Employees In- 
formed,” urging companies to use every modern 
means of communication to fully inform their 
employees on company policies and company 
methods. Informed employees are always better 
workers, he said. 


The banquet 


The annual banquet of the NOMA, with Mr. 
Conarroe as chairman, was held in the Grand 
Ballroom that evening. The guest speaker was 
K. Vernon Banta, who substituted for his chief, 
Perry Faulkner, of the Veterans’ Employment 
Service, Washington, D. C. Mr. Banta declared 
that the most important task facing the American 
people today is that of providing work for its re- 
turned fighting men. 

Psychology as applied to office management was 
discussed by Dr. Fred A. Replogle, of Rohrer, Hib- 
ler, & Replogle, psychological organization serving 
industry. Psychological factors need very careful 
consideration in the analysis of the job, Dr. 


Uncle Sam and 


% OFFICE managers with help shortage prob- 
lems will do well to remember that the United 
States Employment Service now controls the larg- 
est labor market in the country and aims to sup- 
ply workers of almost all types at no cost. 

The New York regional office for clerical work- 
ers, which may be taken as an example of USES 
offices throughout the country, has many special- 
ized interviewers to take care of employers’ needs. 
They will send as many qualified applicants 
to the employer as he desires and he is not obli- 
gated to accept any of them. If he wishes to do 
mass hiring he can come to the USES office and 
do his own interviewing. . 

What the USES actually does is to serve as a 
screening agency for the employer and save him 
the time and money required to interview every 
job applicant that would come to his door if there 
were no such organization. As part of this serv- 
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Replogle emphasized to his audience. 

The future of office unions was the topic dis- 
cussed by Harry L. Wylie, management consult- 
ant and member of the faculty of Northwestern 


University. In a forthright speech, Mr. Wylie 
claimed that the gains of the union organizers in 
offices to date could be considered insignificant, 
but that union activity in the office would speed 
up with completion of the work—out in the plant. 
In effect, Mr. Wylie gave management two years 
at the outside in which to sharpen its defenses 
and to correct whatever ills existed which would 
be used as targets for the organizers. Mr. Wylie 
pointed out faults of management and offered 
methods of correction, and urged that manage- 
ment meet this challenge without prejudice or 
emotion. Mr. Wylie was questioned painstakingly 
by his listeners after he finished his address. 

In the afternoon Clifton Utley, news analyst for 
the National Broadcasting Co. addressed the 
members at a luncheon meeting in the grand ball- 
room. The subject of Mr. Utley’s talk was Amer- 
ica’s role in world affairs. 


3000 at exhibit 


During the course of the entire conference, an 
office equipment display, sponsored by NOMA, 
was presented in the Exhibition Hall of the Ste- 
vens. More than 75 manufacturers of office equip- 
ment items demonstrated their products and the 
conference program was arranged so that every- 
one might have an adequate opportunity to exam- 
ine the various products being shown. There was 
a total attendance of more than 3,000 at the ex- 
hibits. 


Office Workers 


ice, tests are given to all stenographers and typ- 
ists who have not worked in three months or who 
are not sure of their skill. The agency will also 
check references if the employer desires it. 

Since all federal and state agencies route un- 
employed workers to it, the USES now has many 
veterans on its waiting list. Office managers have 
found that these men are willing and able to do 
the work that women did during the war. 

Former servicemen are now available through 
USES in the following skills: clerk-typists, statis- 
tical clerks, bookkeepers, personnel clerks (from 
recruiting and separation centers), a few IBM 
and key punch operators, order and payroll clerks, 
time keepers, and French and Spanish translators. 

There are very few stenographers listed at pres- 
ent but there are many typists available capable 
of answering routine letters themselves—Peter 
Spier. 
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Behind the main building on the corner can be seen the newer annex, both constituting the general 
offices of Heppenstall Company, Pittsburgh, manufacturer of die blocks, shear and chipper knives, 
and automatic material handling tongs. 


Good Results for Heppenstall 
in Office Modernization Plan 


By Winfield L. Redding 


*% A GREATER feeling of spaciousness—a light- 
ing system more restful to the eyes—a quietness 
from inter-office disturbances—these are the chief 
benefits already realized from a modernization 
program now under way at the general offices of 
Heppenstall Company, Pittsburgh, Pa. 

For more than twenty years this producer of 
steel forgings found satisfaction from the original 
well-planned construction of its general offices. 
However, just as product and policies were con- 
stantly modified to keep abreast with changing 
conditions, in 1945 the company believed a renova- 
tion of its general offices was very much in order. 

Hoffman & Crumpton, architects with extensive 
experience in the redesign of many Pittsburgh 
offices, stores, banks and display rooms, were 
called into consultation. 

The architects found the Heppenstall offices 
‘consisted of two four-story brick fireproof build- 
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ings. The main building was completed in 1918. 
The annex at its rear was erected five years later. 
These structures, at 46th and Hatfield Sts., in 
the Lawrenceville section of Pittsburgh, are 
adjacent to the company’s plant. 

With one building more than twenty years of 
age and the other approaching its thirtieth birth- 
day, both were antiquated in many ways. They 
were soundly built and well planned, but they 
were typical of the popular construction materials 
and methods of the post-World-War I period, 
featuring heavy doors, high ceilings, terrazzo 
floors, and generous use of dark woodwork. 

One of the first steps in the renovation, which 
started in the executive offices, was the mod- 
ernization of the telephone and inter-communica- 
tion systems. These wires had been strung within 
the wall chair rail and in the ceiling moldings. 

(Turn to next page) 
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Subsequent changes had created a complicated 
and confusing distribution system. 

This wiring, plus electrical services, was re- 
installed in conduit on the old plaster ceilings. In 
this manner the distribution system for the second 
floor offices was located in the first floor ceilings. 
On the original ceilings of the second floor, the 
wiring for third floor offices was installed. 

Metal furring strips, known as channels or T- 
bars, were placed across the ceilings some 9 or 10 
inches below the surface. They were mounted 
just above the ceiling moldings. Recessed fluores- 
cent lighting troffers were hung on the channels. 
Glass panels were set flush with the new ceiling 
surface, which was a few inches more than 9 feet 
from the floor. 


Three times as effective 


This illumination provides approximately 35 
foot candles at the work level and replaces semi- 
indirect pendant incandescent fixtures. The new 
illumination is about three times as effective as 
the old. 

A metal tile acoustic ceiling is being hung on 
the furring strips. This metal ceiling material 
was selected by the Heppenstall management since 
it can be maintained by washing or painting with- 
out any destructive effect to its acoustic proper- 
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This office is typical of the general offices of Heppenstall Company, before the modernization pro- 
gram got underway. Note dark woodwork, an old type of floor, old-fashioned steam radiator, semi- 
indirect incandescent lighting, and sound-transmitting single glass in inter-office partitions. 


ties. In Pittsburgh, for obvious reasons, mainte- 
nance of offices is a greater problem than in many 
other cities—and particularly when offices are 
close to factories. , 


Electric panel heaters 


In the executive offices, cast-iron radiators have 
been removed. An independent control of warmth 
is provided each office occupant by thermostatic- 
ally controlled electric panel heaters set in office 
walls. 

The terrazzo floor, after more than twenty 
years of service, was in reasonably good condi- 
tion. Considerable pitting and cracking was 
noted in certain areas. It was therefore decided 
to cover the terrazzo with a direct application of 
asphalt tile. The terrazzo base was enclosed with 
a linoleum cove base, completely eliminating dirt- 
collecting cracks and corners at the floor level. A 
much quieter floor was also obtained. 

The permanent office partitions or dividing 
walls had been erected in 1918 with conventional 
glazed sash sections extending from chair rail up 
to ceiling molding. One disadvantage attributed 
to these partitions was sound leakage. The divid- 
ing wood mullion between the two glazed sections 
was removed. A large section of double glass 
was installed. This type of glass, normally used 
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in exterior windows because of insulating char- 
acter and consequent reduced heat loss, became an 
effective sound-deadening unit. Generous quan- 
tities of insulating material were placed in and 
around the surrounding wood trim to block sound 
leakage. Concealed dampers were installed in the 
bottom edge of doors to close the usual gap be- 
tween door and floor when the doors are closed. 
These lift automatically when doors begin to open, 
thus clearing carpets or rugs. 

Some of the doors in the Heppenstall offices 
have already been modernized in an unusual man- 
ner. The glass and wood panels within the stiles 
were removed. Three-high glass panels were sub- 
stituted. These were set in aluminum moldings 
and spaced by aluminum horizontal dividers. These 
approximate the appearance of full length glass 
doors and greatly enhance their attractiveness. 


The dark woodwork has been covered in some 
offices with a neutral pastel-tone enamel. Office 
walls are now of light pastel tones, matching the 
lighter color trim finishes. 


The modernization program includes the crea- 
tion of a men’s locker room on the first floor. It 
will contain individual built-in steel lockers and 
will be adjacent to toilet facilities. A “powder 
room” on the third floor for the Heppenstall girls 
will also provide individual locker facilities for 
the girls. 


The employees’ cafeteria on the fourth floor is 
to be completely remodeled and an all-electric 
kitchen installed. 

While the complete modernization of the main 
building was getting under way through the 
renovation of executive offices, a start was also 


Dignified simplicity is the keynote of this modern executive office created within 

the twenty-eight year old Heppenstall Company office building. Note partic- 

ularly the recessed fluorescent illumination set within the acoustic ceiling, the 

electric panel heater, the flcoring curving upward to join the wall, and the 
general feeling of airy spaciousness which has been achieved. 
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No sound leakage in Heppenstall offices now 


made on a similar remodeling program within 
the annex building. 

The growth of various departments required a 
re-apportionment of floor space in this building. 
New office services had long been needed. The 
Heppenstall management decided that the neces- 
sary face-lifting could be best accomplished by 
clearing the building and giving the workmen 
entire freedom of action. 

Office personnel of this building have been 
temporarily accommodated in other quarters, 
while their former offices were torn down to the 
building walls. These annex offices are now being 


completely rebuilt. When finished, the appoint- 
ments will match those of the main building in 
practically every respect. 

Annex employees will soon enjoy the same all- 
year air conditioning that has been in operation 
for several years in the main building. All will 
reap the benefits of air cleaned by electrostatic 
filters. 

New 7-foot partitions of metal, Transite, and 
glass will be of the adjustable type to allow easy 
change as requirements in future years dictate. 
Several glass block partitions also will add to the 
spacious appearance of the remodeled floors. 

A generous use of glass block features the 
annex windows. In some locations the trans- 
parent “view block’ has been employed. This 
gives the desired insulating protection needed for 
economical and satisfactory air conditioning and 
also allows unobstructed vision. 

Work stoppages at suppliers’ plants, plus the 
general scarcity of building materials, has 
stretched this Heppenstall renovation program 
over more months than was anticipated. When 
workers in the various building trades have fin- 
ished their respective chores, Heppenstall per- 
sonnel will find the general offices completely mod- 
ern in all appointments. 


Here's how the recessed fluorescent lighting troffers and the acoustic ceiling 
were hung on furring strips, in the general office remodeling program being 
conducted by Heppenstall Company. 
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"The price of Systems must be paid, directly or indirectly" 


What Price, Systems ? 


By H. John Ross 


Supervisor, Systems and Procedures Department, Continental Can Co., Inc.; President, Systems and 
Procedures Association of New York City 


*% IT IS important at the outset to appreciate 
this truth about the price of Systems: if it is not 
paid for directly as an integral function in any 
given business, it is paid for in excessive operat- 
ing costs because of waste of manpower, mate- 
rials, and machine time. 

Having recently discovered Systems, and be- 
ginning to appreciate the inescapable nature of its 
cost, direct or indirect, management appears to 
be wondering just what to do about this sup- 
posedly new phenomenon. Perhaps the realiza- 
tion that Systems has been practiced universally 
during all the centuries in which there has been 
commercial activity may help to place this func- 
tion in sharp focus. The novelty is not in Sys- 
tems, but its emergence from an incidental chore 
to a specialized profession. 

The emphasis now evident arises out of the 
obviously high quality of management and oper- 
ating results in those organizations in which 
Systems has been given professional status and 
a favorable environment—in those companies 
where the decision was made to pay the price 
directly. Observing cause and effect in these com- 
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paratively isolated instances the executives of 
numerous companies have during the past few 
years made some effort to duplicate the results 
with more or less gratifying results. This is 
written for those with “less” and for those of 
you who are on the threshold of installation. It 
will tell you what your Systems department has 
the right to expect from you—the price which 
you will be called upon to pay for getting controls 
which can be used for building a smooth-running 
and effective organization. It is for you to meas- 
ure the cost against the potential results to deter- 
mine its value. 

Prior to giving tangible form to a Systems de- 
partment, it is imperative that top management 
define the area in which Systems will be expected 
to operate: to appraise the weaknesses prevailing 
and the extent to which this department may 
be expected to be used in applying correctives. It 
is also necessary to decide the degree to which 
controls will be imposed upon the organization 
and conversely the extent to which latitude will 
be permitted at the various levels. Without a 
blue print of this nature, the Systems department 
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will either be in constant conflict with the rest 
of the organization or will be an impotent frus- 
trated factor in the business. 

The second necessity is to translate the pro- 
gram resulting from the delineation above into 
concrete terms of manpower. It is fatal to under- 
estimate at this point. Most Systems assignments 
that are well done are not hastily done and the 
management which is accustomed to asking for 
quick answers just to get some kind of action 
are herewith warned that either they must be 
reconciled to processes of logical authoritative 
conclusion based on well supported evidence or 
they should forego the establishing of a Systems 
department and retain their rule of thumb and 
snap judgment approach to the solution of man- 
agement problems. 

Much of Systems work is of a creative nature 
and sometimes requires patient cogitation and 
extensive research in order to extract the full 
value of the studies undertaken. It is not machine 
or clerical routine and, therefore, cannot be placed 
on a production line basis. 

On the other hand, if problems which are of 
major magnitude are not handled with some rea- 
sonable degree of promptitude the Systems de- 
partment becomes a repository instead of an 
active unit and, therefore, in time is ignored as 
being sterile. The solutions to problems then 
revert to compromises and expediencies. 


Our Cover Picture 


% OFFICE MANAGEMENT AND EQUIPMENT cover 
picture this month shows a view of the handsome 
reception room at the offices of Reynal & Hitch- 
cock, Inc., publishers, 8 W. 40th St., New York. 

When this company leased the twenty-first floor 
and mezzanine of the building for their headquar- 
ters, it developed that the only space suitable for 
a reception room was a section of the premises 
having an exceedingly high slanting ceiling and an 
overhanging balcony. It had been the drafting 
room of an architect’s office, and among the prob- 
kems to be met in the remodeling was what to do 
with eight skylights! 

To turn the area into an attractive reception 
room which would also provide on occasion for 
the parties which publishers are fond of giving, 
the firm of Artek-Pascoe, New York, was called 
in. This firm arranged for the services of Jedd 
Stowe Reisner, architect, and with his skillful 
work succeeded in providing a room which has 
aroused admiring comment from all who see it. 

Fixed louvers having acoustic tile on the bot- 
tom took care of the problem of the ceiling, per- 
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Due allowances must be made for the research 
nature of Systems and the program set up by 
management. A time table of objectives with 
their desired completion dates should be prepared 
against which will be set down the reasonable time 
allowances for the various jobs. This will pro- 
vide a practical guide to the size of the depart- 
ment which is required. If a department of 
more than two or three is contemplated, it will 
be well to organize on the basis of specialization 
with clerical and draftsman assistance available 
to the System analysts so as to make the most 
effective use of the higher level employees. 

Third in the items included in the price which 
must be paid for the advantages accruing from 
Systems is equipment. It is folly to employ 
Systems men at the prevailing scale and then 
expect them to produce without adequate equip- 
ment. This equipment must include drafting 
tables and tools, filing cabinets, suitable varieties 
of cross section and drawing papers, reference 
books, professional memberships and, last for 
emphasis, good illumination. A Varityper for 
designing of forms is desirable, as are a spirit or 
an ink type duplicator. 

The fourth payment is the providing of an 
environment which will nurture creative enter- 
prise and encourage contemplation. Placing a 
Systems department in proximity to an operat- 


(Turn to page 56) 


mitting the skylights to furnish desirable indirect 
light without admitting direct sun-rays. The 
louvers also of course eliminate the previous an- 
noying reverberation of sound. 

Among other improvements in the reception 
room was the installation of a new glass wall in 
the elevator lobby and of an impressive display 
case for the firm’s books. 
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Your New 


Stenographer 
and 


Your Technical 


Terms 


By |. A. Judson 


With Weston Electrical Instrument Corp., Newark, N. J. 


% THE cost to the office of training a new stenog- 
rapher to a point of efficiency is estimated to 
average $350. This includes among other things 
your stationery and erasers and other tangibles, 


Suggested form to be handed to new stenographer 
(Triple space to provide room for practice) 


Terms Commonly Used in 


WwW 


In the manufacture of our products 
certain unusual terms are used and 
other very common words may have a 
technical meaning. Here is a list of the 
greater number of these words. They 
are given you for study so that you will 
recognize them when you hear them 
spoken in dictation and, later, when you 
see the symbols in your notes. Write 
each one repeatedly in the blank col- 
umns provided for the purpose and 
keep the list handy for ready reference. 


TERMS SHORTHAND 
_ Names of Products SYMBOLS 
(list to follow) 


Co.'s Correspondence 


Parts: 
(list to follow) 


Materials: 
(list to follow) 


Operations : 
(list to follow) 


Abbreviations: 
(list to follow) 
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but it does not include the wear and tear on your 
good nature or the young lady’s headaches. Those 
things count up. 

This cost is due chiefly to the fact that the 
technical words and phrases of your business 
are like Greek to the girl; and for her to learn 
them by trial-and-error ag they come up in the 
dictation is as expensive for you as it is confus- 
ing for her. 

Shortening this period of learning, therefore, 
will effect a sharp economy of money and effort; 
and the time can be cut to a fraction and the girl 
started off at once on the right foot by a very 
simple expedient: 

Furnish her, as soon as she is hired, with a 
carefully prepared list of your special and tech- 
nical terms and instruct her to acquaint herself 
with them at once. 

Words, phrases, and abbreviations in general 
use throughout the plant can be readily compiled 
from order sheets, drafting room bulletins, and 
other plant documents, and to this list should be 
added any which are peculiar to the department 
in which the young woman will work. When com- 
pleted it will be surprisingly short. 

Herewith is a draft of this suggested form. 
Note that columns marked “Terms” alternate 
with ample spaces headed “Shorthand Symbols” ; 
and the self-explanatory introductory paragraph 
directs the recipient to practice the shorthand 
symbols of the words given by writing them in 
the blanks provided. 

This early familiarity with the terms of your 
business will lay a foundation for quick efficiency. 
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NAPA EXECUTIVE COMMITTEE FOR 1946-1947 
Seated: Ira C. Jared, Sun Oil Co., Dallas, Texas, District 2; Garnet T. Dickson, Good- 
year Tire & Rubber Co. of Canada, Toronto, Canada, District 5; George W. Aljian, Cali- 
fornia & Hawaiian Sugar Refining Corp., Ltd., San Francisco, Calif., new president; Charles 
L. Sheldon, Hood Rubber Co., Watertown, Mass., past president; A. Grant Clark, McWil- 
liams Dredging Co., New Orleans, La., District 7. 


Standing: Charles M. Healey, Jr., City of Springfield, Springfield, Mass., District 9; 
Wayne Allen, County of Los Angeles, Los Angeles, Calif., District 1; E. G. Swanson, Herman 
Nelson Co., Moline, Ill., District 3; Ralph O. Keefer, Aluminum Co. of America, Pittsburgh, 
Pa., District 6; James A. Cooney, International Salt Co., Inc., Retsof, N. Y., District 8; 


Robert G. Matley, Whitman & Barnes, Division of United Drill and Tool Corp., Detroit, 


Mich., District 4. 


Purchasing Agents Elect 
G. W. Aljian as President 


By William de R. Taaffe 


¥% MEN in charge of purchasing from all over 
this country and Canada gathered in the Stevens 
Hotel, Chicago, on May 27th, 28th, and 29th for 
the thirty-first annual convention of the National 
Association of Purchasing Agents. The atten- 
dance at this first postwar convention was so 
great that the convention committee had been 
obliged to begin rejecting banquet reservations as 
early as two months before. 

George W. Aljian, director of purchasing and 
packaging, California & Hawaiian Sugar Refining 
Corp., Ltd., San Francisco, was elected president 
of the association for 1946-1947. He succeeds 
Charles L. Sheldon, manager of purchasing, Hood 
Rubber Co., Watertown, Mass. 

Serving with Mr. Aljian as members of the 
new executive committee of the National As- 
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sociation of Purchasing Agents will be Mr. Shel- 
don, the retiring president, and the nine district 
vice-presidents: District No. 1, Wayne Allen, 
County of Los Angeles, Los Angeles; District No. 
2, Ira C. Jared, Sun Oil Co., Dallas, Tex.; District 
No. 3, E. G. Swanson, Herman Nelson Co., Mo- 
line, Ill.; District No. 4, Robert G. Matley, Whit- 
man & Barnes, division of United Drill & Tool 
Corp., Detroit; District No. 5, Garnet T. Dick- 
son, Goodyear Tire & Rubber Co. of Canada, 
Ltd., Toronto, Can.; District No. 6, Ralph O. 
Keefer, Aluminum Co. of America, Pittsburgh; 
District No. 7, A. Grant Clark, McWilliams 
Dredging Co., New Orleans; District No. 8, James 
A. Cooney, International Salt Co., Inc., Retsof, 
N. Y.; District No. 9, Charles M. Healey, Jr., City 
Purchasing Agent, Springfield, Mass. 
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GEORGE W. ALJIAN 
California & Hawaiian Sugar Refining Corp., Ltd. 


The Association, on behalf of the Purchasing 
Agents Association of New York, awarded the J. 
Shipman Gold Medal for 1946 to George E. Price, 
Jr., purchasing agent, Goodyear Tire & Rubber 
Co., Akron, Ohio, for his distinction in the field. 

A varied and instructive program was pre- 
sented by the general convention committee under 
the direction of Roy F. Stiles, Stewart-Warner 
Corp., and John P. Sanger, United States Gypsum 
Co. 

Healthy competition 


In his opening address, Mr. Sheldon discussed 
the situation which confronts the purchasing 
agent at the present time. He stressed the point 
that a return to a healthy industrial competition 
will be the solution to the present state of chaos 
and confusion. 

R. C. Haberkern, vice-president and purchasing 
agent, R. J. Reynolds Tobacco Co., in discussing 
the same problem, expressed the belief that seri- 
ous labor and materials problems lay ahead of 
industry and recommended that the government 
withdraw price controls on all commodities in 
which production had brought the supply into bal- 
ance with the demand. 


When the market changes 


The need for a sensible buying policy to pre- 
vent catastrophe when the market changes was 
stressed by Robert C. Kelley, director of pur- 
chases, Dresser Industries, Inc. In this seilers’ 
market he recommended that the agent simplify 
and standardize his requirements, explore the use 
of substitute materials, and buy sparingly for 
known requirements. 

John S. Small, Civilian Production Administra- 
tion, Washington, D. C., urged restraint in buy- 
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ing to prevent a return to the system of alloca- 
tions during the period of shortages. Mr. Small 
gave a thumbnail sketch of the present shortages. 

S. W. MacKenzie, director of purchase, United 
States Rubber Co., discussed the need for a 
proper training program if the purchasing pro- 
fession is to hold its position in the field of busi- 
ness. He outlined the program used in his com- 
pany, from the choice of employees to a descrip- 
tion of the process of training. 


Surplus disposal speed-up 


In outlining government surplus plans, Maj. 
Gen. G. E. Edgerton, assistant administrator, 
War Assets Administration, said that an increase 
in the total rate of surplus disposal to $1,500,000,- 
000 a month is the goal for the near future. The 
present rate of disposal is about $500,000,000. 

E. W. Tinker, executive secretary, American 
Paper and Pulp Association, told the gathering 
that the production of paper and pasteboard is 
not only being maintained to meet the greatly in- 
creased demand but is steadily increasing. He 
predicted a sharp capacity increase for the indus- 
try in the next two years. 


Price decline on way 


A. W. Zelomek, president of the Interna- 
tional Statistical Bureau, Inc., expressed the be- 
lief that commodity prices will advance still fur- 
ther than their present inflated state, probably 
not reaching their peak until next year but that 
this rising cycle will be followed suddenly and 
drastically by a decline in price. He believes that 
1947 will be the critical year. 


GEORGE A. RENARD 


Secretary-Treasurer, National Association of Purchasing Agents 
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Microphotography Used 
by Government 


*% THERE is probably no greater user of micro- 
photography than the Federal Government. The 
process is used by the Treasury Department in 
filming checks of all types and descriptions. Per- 
sonnel records and records including applications 
and other forms are microphotographed in pro- 
fusion by a growing number of agencies. 

The largest personnel center in the country, the 
United States Civil Service Commission, has 
adopted microphotography for certain of its rec- 
ords. 

The Social Security Board has made micro- 
photography an integral part of its gigantic or- 
ganization for social welfare, even going so far as 
to make duplicate microfilmed records for preser- 
vation of some of its most important documents. 


Legal documents microfilmed 


Legal documents are being microfilmed by many 
agencies. Among them are the Securities Ex- 
change Commission, the Department of Justice, 
and the Wage and Hour Division of the Depart- 
ment of Labor. 

Great savings in the fiscal and tax accounting 
fields are possible through the use of micropho- 
tography. For example, a corps of trained ex- 
aminers would require weeks, or even months, to 
examine the records of a manufacturing plant or 
a business firm. But when such records are micro- 
filmed and sent to a central point for extensive 
study, a smaller office staff is required. The latter 
is thus the more efficient and more inexpensive 
method. 

Engineering drawings, maps, blueprints, speci- 
fications, and similar materials are being filmed in 
quantity by several governmental agencies. The 
Public Roads Administration is filming blueprints 
of its public roads projects. 


Storage space much reduced 


The storage space required by microfilm is said 
to be about 3 percent of the original space of the 
material filmed. In these days of shortages in 
both manpower and equipment, the saving in that 
regard cannot be considered lightly. Industry 
generally has begun to recognize that micropho- 
tography not only minimizes storage space, but 
also the amount of filing equipment required as 
well as the labor and cost of maintaining the files. 

In Washington, D. C., alone it has been esti- 
mated that 4,000,000 square feet of floor space are 
used for the storage of records. On September 
24, 1940, Congress approved an act to provide for 
the disposal of certain records of the United 
States Government, provided such records had 
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been photographed or microfilmed; and for their 
purpose such copies were treated as equal evi- 
dence with the originals. 

Practically every Government agency today 
uses or has used microfilm to a considerable extent 
in the duplication of important records. Micro. 
photography has been the solution to many gov- 
ernmental agencies in the recent moving of offices 
from Washington to decentralized points. Records 
or working papers too bulky or not valuable 
enough to be moved, have been microfilmed for 
current use in this form. 

A few years ago an agency moved its head- 
quarters to New York from another point. At 
that time interstate truck drivers were on strike. 
Certain of the trucks carrying governmental rec- 
ords became involved in the demonstration. Sev- 
eral trucks were overturned and some of the rec- 
ords were never recovered. Fortunately, these 
records had been placed on microfilm prior to the 
move, and the film files were used to replace the 
original papers. 


Facilitates reference 


The Census Bureau at times receives as many as 
2,000 calls a day for searches to be made of the 
Census schedules to determine age or residence 
for old-age benefits or for alien registration. The 
original ponderous Census schedules are awkward 
and difficult to search, and excessive handling was 
rapidly destroying them. Almost a century of 
United States Census schedules have now been 
placed on microfilm for preservation. 

At the National Archives over 2,600,000 cards 
were microphotographed and have been in daily 
use more than four years. The catalog of the 
Forestry Library has recently been filmed. Micro- 
photographic inventories of museum collections 
are not infrequent, and many specimens at the 
Smithsonian Institution have undergone this proc- 
ess. 

But what of the business applications of micro- 
photography in filming of bank checks, personnel 
cards, legal documents, insurance records, engi- 
neering materials, or medical records of varying 
types? 

Banks and insurance companies are among the 
earlier users of microfilm to protect their cus- 
tomers’ interests. Long before the present war, 
department stores discovered the value of addi- 
tional safeguards offered by this method of pho- 
tography. Hospitals find it invaluable for their 
voluminous records, as the law requires that a 
record be kept covering each patient admitted. 
Thus the filing space saved in a large hospital ad- 
mitting 40,000 to 50,000 patients annually is well 
worth considering. —Guide Berrigan Hall, in “Do- 
mestic Commerce.” 
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BELOW: 


FOR CLEANLINESS AND NEATNESS. Fabricated from 
heavy gauge steel and reinforced by rounded corners for 
continuous hard use, the new line of Bennett Bilt waste 
receptacles, have all welded construction, which provides 
smooth, unobstructed, exterior surface. There is nothing for 
one’s clothing to catch on. Because the two doors are hinged 
independently, they can be opened simultaneously. Heavy 
tension springs keep the doors permanently closed even when 
the receptacle is not on an even floor. This line is fire- 
proof as well as sanitary. Rubber bumpers assure quiet 
closing of both doors. Has four sturdy legs. The larger sizes 
have full-size fabric bags for quick, easy removing of waste. 
Available in six sizes in an olive green or a white finish. 
For fully illustrated catalogue write to the Bennett Mfg. Co., 
Inc., Alden, N. Y. 


RIGHT: 


EFFORTLESS WRITING is possible with the new ball-point 
pen being introduced to the public by Eberhard Faber Pencil 
Co., 37 Greenpoint Ave., Brooklyn, N. Y. This first model 
retails at $15, plus tax. It comes in four jewel colors with 
14-karat gold-filled cap and decorative tip. J. Gordon 
Lippincott, New York industrial designer, drafted the pro- 
portions of the pen for beauty, balance, and minimum 
weight. Easily interchangeable ink cartridges permit use of 
inks in various colors. The pen is guaranteed not to leak 
or drip and to write dry without skipping on any writing 
surface. These features are attributed to the Biro principles 
of unfailing ink supply fed by capillary attraction. The com- 
pany says one cartridge will probably last the average busi- 
ness executive for several years, but points out that no claims 
are made as to the exact time each cartridge will last, be- 
cause obviously some people write more than others. 


NEW THINGS 


in the News 


Underwood 


ABOVE: 


THE FIRST NEW POSTWAR TYPEWRITER, just introduced 
by Underwood Corp., New York. Featuring rhythm touch, 
the new machi mbodies more functional changes than 
any typewriter introduced by Underwood in the past fifty 
years. Among the improvements is an accelerated typebar 
action, providing the rhythm touch. There is a new rhythm 
shift for high-speed, positive changing between small and 
capital letters, and a new ribbon action for absolute ac- 
curacy, particularly when using a two-color ribbon. The width 
of the keyboard has been increased for greater finger ease 
and security. 
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RIGHT: 


FOR THE OFFICE: Now be- 
ing featured is this hand 1-2-3 fire 
extinguisher which puts out a 
fire within a few seconds. It 
weighs only | pound but acts fas- 
ter than an extinguisher 10 times 
its size. It's 6!/2 inches tall, and 
its made of solid brass construc- 
tion. It is easy to use and can be 
tucked away anywhere or hung on 
the bracket that comes with the 
extinguisher. Retails at $5.95. 
From the S & S Distributing Co., 
43 East 59th St.. New York 22. 


LEFT: 


A MINIATURE MAGNIFIER, known as the Mini-Mag, has been 
placed on the market by Edroy Products Co., 480 Lexington Ave., 
New York 17. This well made compact unit measures |!/4" wide by 
2/4 inches long, and weighs only 34 of an ounce. It is small 
enough to carry in a vest pocket or purse. The handle is molded 
of mottled brown Lumarith and is cross hatched. With lens ground 
and polished from fine optical glass, this new unit incorporates for 
the first time in a small magnifier, a rectangular lens which is plano- 
convex. By holding the convex side up, the company says a per- 
fectly flat field with very little distortion and aberration is obtained. 
The Mini-Mag magnifies 3!/2 times. 


ABOVE: ‘ 


A GOOD CLEANER for leather upholstery, brief 
cases, salesmen's bags, bookbindings, and other 
leather items. Leather Lather is a colorless liquid 
compound which cleans and tones all kinds of 
leather articles. It is not a polish, and is quick 
and easy to apply, without having to rub or scrub. 
lts secret is a new polymerizing agent which in- 
stantly but safely lifts even embedded dirt and 
grime to the surface. A damp cloth swishes them 
off. It contains no wax or petroleum derivatives 
and will not leave an objectionable greasy surface. 
lt may be used on the finest leathers. Developed 
by Link Laboratories, 1015 McGee St., Kansas 
City 6, Mo. Leather Lather is available in 4 and 
16-ounce bottles, and in gallon jugs. 


LEFT: 


NEW! The C-Thru Ruler Co., 385 Capitol Ave., Hartford, 
Conn., has produced these three drawing devices made of 
transparent plastic. Easy to handle and simple to use. The 
first, the Co-ed ruler, has 1/1!6-inch markings on one edge, 
and the metric scale on the opposite. Available in both the 
6 inch and 12 inch size, both | inch wide. The second is a 
3'/,-inch Student protractor with a cutout center marked in 
graduated degrees, and made of a non-inflammable material. 
The third, is the protractor ruler, |'/ox6 inches. Not only 
does it have the protractor feature, but 45° and 60° triangle 
cutouts, and a French curve symbol. Also non-inflammable. 
These three low-priced devices are part of a varied line 
which includes slide rules, protractors, triangles, French 
curves, T-squares, stencils, plotting and computing devices for 
school and professional needs. 
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RIGHT: 

NEW—the DeLuxe Memo, from the Norwood Equipment Co., 
188 West Randolph St., Chicago. Features a continuous memo- 
randum roll, calendar, integral telephone directory that holds 400 
names, individual name plate, removable ash or pin tray, pen or 
pencil holder, large storage space that can be used as one com- 
partment for memo filing, or divided into 2 or 4 individual com- 
partments. Compartment divider is a 5-inch rule which can be 
used as an envelope opener. Size, 10!/2 inches long, 4!/4 inches 
wide. Large writing surface is close to the desk, practical height 
for writing. Standard 3!/2 inch by 250 foot memo roll is used. 
Fully enclosed all-steel case, with a hammered bronze baked-on- 
enamel finish. Retails at $3.75. 


BELOW: 

THE NEW BOTTLE-COOLER now being turned out in 
volume at the Glen Riddle, Pa. plant of the Sunroc Refriger- 
ator Co. Electric; modern design. Manufactured for those 
who prefer bottled drinking water. The company says that 
it is reliable and economical. 


RIGHT: 


CONGRATULATED on his promotion. G. C. Brainard, 
president and general manager cf the Addressograph- 
Multigraph Corp., Cleveland, Ohio, congratulates W. H 
Casson (left) on his promotion from works manager to vice- 
president in charge of manufacturing operations. Mr. Casson, 
who has made manufacturing his career, has risen from ap- 
prentice to his present executive position. He joined Ad- 
Gressograph-Multigraph in 1928 as production manager of 
the Addressograph plant in Chicago. In 1931, he was trans- 
ferred to Cleveland and was the key man in setting up man- 
ufacturing operations at the headquarters plant. He was 
made plant superintendent in 1935, and general superintend- 
ent in 1936. He became works manager in 1942. 


June, 1946 


ABOVE: 


JOT IT DOWN on this new memo pad which fea- 
tures a metal holder. The pad slides out for refilling. 
Under the pad is a phone index. Gold tooled on the 
cover are the words “Jot it Down." Size, 3'/4 x 5'/4 
inches. Complete holder and pad retails for 25 cents. 
From A-| Specialties, 1545 South State St., Chicago 5. 
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LEFT: 


THE TOLEDO TWINS! Out of 65 applicants 
for two salesmen's jobs at the newly opened 
Toledo branch of Pitney-Bowes, Inc., Stamford, 
Conn., Robert A. Shaw (right) and Paul J. Bertke 
were selected. Strangely enough, both were Navy 
lieutenants on terminal leave; married five years 
to women who are girlhood friends; both have a 
four year old child; were accepted by the Navy 
the same day; left home the same day for the 
same destination. Both atterded the University 
of Toledo, and were fraternity brothers in the 
same class. Neither knew the other was applying 
for a position with Pitney-Bowes until they met in 
the company office. Both men started selling the 
same day, and both got an order that day from 
an electric supply company. 


BELOW: 
A MODERN PRINT SHOP in your office. This 


is the latest stencil printing press from the Marr 
Duplicator Co., 53 Park Pl., New York. This ma- 
chine has new feeding and other construction fea- 
tures. For additional information write the com- 
pany. 


BELOW: 


ABOVE: 


A COMBINATION SCRAPER-KNIFE made by the Conrad Razor 
Blade Co., Inc., 444 Madison Ave., New York 22. It is excellent 
for heavy duty scraping of windows, tiles, and other hard surfaces; 
and excellent for cutting linoleum, rubber, cardboard, and other 
substances. This knife is also very useful in opening cartons. You 
get full use of the cutting edge in scraping, since you can scrape 
with all corners of the blade. Retails for 50 cents. Write the 
company for additional information. 


OFFICE MANAGEMENT AND EQUIPMENT 


THE FACT-O-SCOPE for those who use dupli- 
cating machines. With this new device, stencil 
cutters can achieve sharp lines and precision with 
little eyestrain. This is a result of the new lighting 
principle employed. Not only does it provide 
more light, and even light, but it gives the worker 
the advantages of cold light. This cold light is 
obtained through the introduction of the fluores- 
cent lighting, and a new manipulation of the prin- 
ciple of light refraction, handled in such a way 
that when the worker turns on the switch, the Lucite 
light-table is immediately flooded with even illu- 
mination clear to the very edges. Whereas before 
the stencil cutter was forced to hurry to complete 
the stencil before the heat of the lamp caused 
stickiness, work can now be done in an unhurri 
fashion. The Fact-O-Scope also features an at- 
tached drafting machine head, Plastic T-square, 
which adjusts horizontally and vertically. Made by 
Red Feather Products Ltd., Redwood City, Calif. 
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% MAJOR functions of the main accounting de- 
partment of the American Brake Shoe Co., 230 
Park Ave., New York, include the preparation of 
monthly balance sheets and income statements 
based upon figures reported by nine divisions com- 
prising fifty-nine plants throughout the country. 
The department, headed by E. C. Hof, Comptroller 
of the company, also handles the returns required 
by Federal and State governments and many 
other special reports and statements. 

The efficiency with which figures reported by 
divisions about the ninth of each month are co- 
ordinated in the balance sheet and income state- 
ment reflects the smooth performance of the de- 
partment’s staff of forty-eight workers, twelve of 
whom have been with the company over twenty- 
five years. 

To make these reports and the functions of the 
accounting department in preparing them under- 
standable and interesting to employees through- 
out the fifty-nine plants as well as to officers and 
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Accounting department in American Brake Shoe Co. New York office 


By Grace Buckley 


How American Brake Shoe Co. 
Dramatizes “Forgotten Department” 


stockholders, Mrs. Mitchell, editor of the com- 
pany’s house organ, Brake Shoe News, recently 
made them the subject of an article in which she 
alluded to the accounting department as the “for- 
gotten department,” which such departments 
truly tend to be in many organizations. 

“We've all heard of the forgotten man—the 
fellow who hasn’t done anything spectacular but 
is always regarded as the kind of a guy who makes 
up the real backbone of a nation,” this article 
began. 

“There is also a ‘forgotten department.’ The 
accounting department is the spinal cord of every 
big organization. We who work in other depart- 
ments don’t know too much about it.” 

The article then went on to give some idea of 
the many complex operations performed by the 
accounting department in preparing the state- 
ments: 

“The balance sheet shows the financial posi- 
tion of the company at a particular date. It states 
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how much cash Brake Shoe has on deposit at sev- 
enty-eight banks, located in each city and town 
where our plants and offices are maintained. It 
also shows how much is due from customers, and 
how much the company owes to its many suppliers 
for goods and services. Another important thing 
in the balance sheet is the dollar amount of inven- 
tories of raw materials and supplies, and finished 
product on hand at our fifty-nine plants, as well as 
the value of plants and equipment owned by the 
company. The statement indicates how much 
money stockholders have invested in Brake Shoe, 
and the amount of cumulative profits that have 
been retained in order to provide for new plants 
and equipment so as to help make Brake Shoe a 
better company. 

“The statement of income shows for a particu- 
lar period the value of products and services sold 
to customers, from which are deducted costs and 
expenses used in manufacturing and selling our 
products. Federal taxes on income are also de- 
ducted, leaving the net income, part of which is 
distributed among the stockholders, and the bal- 
ance carried forward for future needs. 

“This ‘forgotten department’,” the article sug- 
gests, “is Brake Shoe’s spinal cord and we 
couldn’t function without it. Let’s give recogni- 
tion to those hard working ‘figure’ specialists the 
next time we receive our pay check. Remember, 
they handle the payroll, too.” 

Coordination of the data received from plants 
is simplified by the use of methods and machines 
that save time and effort. 


In making up monthly comparative cost state- 
ments, for instance, time is greatly reduced 
through the use of a blueprint machine. Tracings 
are drawn up at the beginning of each year on 
which columns are provided so that monthly fig- 
ures may be inserted. At the end of each month 
the cost figures for the month are typed on the 
tracings and white prints of the tracings are made 
on a blue print machine. These prints are then 
distributed to those concerned. At the end of the 
following month the figures for that month are 
typed on the same tracings and new white prints 
are made. The previous month’s prints can then 
be destroyed since the new prints provide a month 
by month comparison of costs and it is not neces- 
sary to refer to several statements in order to 
make comparisons. 

Exchange of ideas worked out to further effi- 
ciency with accounting departments in plants and 
division offices proves helpful, according to V. L. 
Persbacker, Assistant Comptroller. 

Comfort and convenience, which American 
Brake Shoe Co. considers indispensable to satis- 
factory work, are reflected throughout the ac- 
counting department’s area of 3,800 square feet 
on the fourteenth floor, its many windows com- 
manding an inspiring view. The office is equipped 
with shielded fluorescent lighting, an acoustic 
ceiling, and linoleum floors. For restful vision, 
walls are light green. The International Busi- 
ness Machines department, handling many com- 
plex Procedures, is separately enclosed. 

(Turn to page 60) 


Mailing room in Brake Shoe’s accounting department in New York office 
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Three boa like amplifiers are fastened against the ceiling and 
pointed directionally to give adequate coverage of music in Policy, 
New Business, and Collection Departments. In the distance two 
circular speakers can be seen fastened to the ceiling to cover 


"dead" spots. In the far distance the tail end of amplifiers can 
be seen protruding slightly below the lowered ceiling which con- 
tains the ducts for ventilation and air conditioning. The amplifiers 
are painted in to match the general color scheme. 


Sterling Insurance Co. Turns On 


The Music for Office Employees 


% STERLING Insurance Co., Chicago, recently 
joined the growing number of concerns which 
provide music for their employees when it turned 
on the switch to bring Muzak’s “music-at-work” 
to its offices. Before employees begin work in the 
morning, gay, light music comes out of amplifiers 
placed throughout the premises, to start everyone 
off in a happy frame of mind. There’s music 
through the day and when closing time comes 
the workers depart to the tune of lilting airs. 

The desire to give more of the atmosphere of 
home to the office prompted Sterling to install 
music. In the words of the company’s president, 
Louis A. Breskin, ““We wanted to do everything to 
make the employee like to come to work, to make 
her work easier, and to bring into the office some 
of the comforts of home. It looks as if music-at- 
work is the biggest step we could take in that 
direction.” 

The first day the music was on, the girls danced 
in the aisles, many hummed or whistled at their 
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desks, and some even sang the words to the popu- 
lar selections. No attempt was made to stifle 
these expressions of relaxation. In fact, they 
were encouraged. In a matter of a few days, the 
employees were attuned to the music, and with 
their mind on their work, their ears tuned to the 
speakers, they dug in. Now, the music to them is 
all background, a rhythm to which their fingers 
type, their pencils write, or their eyes file. 
Music-at-work at Sterling comes over the tele- 
phone company wire direct from the studios of 
the franchise holder of Muzak. It comes in for at 
least ten minutes on the hour throughout the day 
and for a solid hour at noon time. For those 
periods of the day that research has found to be 
fatigue hours, the music varies in tempo and tone, 
and for two ten-minute periods in succession. 
The management at Sterling Insurance says it 
is most interesting to sit back and watch the 
expressions on the faces of the clerks when the 
music comes in. There is a perceptible lifting of 
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the head, a straightening of the body, and a gen- 
eral revivification on the part of all the employees 
of the company. 

Even with only a comparatively short experi- 
ence with music, Sterling expressed itself as sold 
on the idea. Remarks, unsolicited, from em- 
ployees and visitors to the office have convinced 
the management that music is going to become 
one of the necessary adjuncts of offices every- 
where, just as have vacations and holidays. 

A great variety of music is played over a few 
days’ time. As a general rule, each day starts off 
with some of the popular tunes, all played in a 
light, peppy strain. After work has started, this 
type is gradually replaced by music of the concert, 
semi-classical, and old world type. All music is 
strictly instrumental, vocals being ruled out as 
tending to interrupt. Again, at noon, the popular, 
faster tunes come in, to again be replaced by the 
ballads and songs that all know, and then late in 
the afternoon the hit tunes of the day are pre- 
sented. 

All of this music throughout the day is back- 
ground music—soft-flowing and soothing. The 


In this portion of Premium Record and Collection Departments at 
Sterling three amplifiers are suspended from the ceiling and faced 
directionally to give adequate sound coverage to all corners. Two 
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tunes are not repeated often, except when the 
popularity of a song demands frequent playing. 
But even then, three or four days intervene 
between repetition. 

The company terms the installation at Sterling 
ideal from an operational standpoint, in that once 
the correct volume is determined, it becomes only 
a matter of turning the “set” on in the morning 
and off in the afternoon. Adjustments are not 
necessary and only when the system is to be used 
as a public address system is it necessary to even 
throw a switch. The complete unit, tuner, and 
amplifiers occupy 9 cubic feet against a wall. The 
speakers, spaced throughout the office, are fast- 
ened to the ceiling. They are painted to match 
ceilings and walls, and are sightly. All told, 
there are thirty-five speakers which distribute the 
music adequately to all corners in the Sterling 
company office. 

Sterling Insurance Co. offers an invitation to 
inspect “music-at-work” to anyone interested. A 
tour of the offices at appropriate times may be 
arranged by a telephone call to the Personnel 
Department. 


circular amplifiers are fastened to the ceiling in the lowered portion 
of the room. 
ceiling, as it were. 


In both cases the amplifiers are painted in to the 


ay 
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FLOW CONTROL POUR OUT 


TEST IT YOURSELF! 


y Mi 


Pk 


vat 
PERMANENT #2 
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NO SPATTER! 
NO SQUIRT! 
NO DRIP! 


‘iu ey 
y= 54 Rov 
; 


° 
No ruined papers—no soiled hands, because = Qa 54 a 
SKRIP pours with an even, gentle stream 
that's always under positive control! Dis- 


cover for yourself why SKRIP with its ex- 
clusive Pour-Out has become the office writ- 
ing fluid of universal preference—why its 
quick-drying, its permanency, its free flowing, 
its ability to make all pens write better—last 
longer—stay out of the repair shop, is the 
modern combination that means efficiency, 
economy, satisfaction! 


W. A. SHEAFFER PEN CO. 


SHEAFFER'S | 
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Habit or Necessity 
(From page 28) 
Since the current objectives of management are 
known, it is possible to eliminate immediately 
some reports as no longer useful. Next, go 
through the remainder and see what reports, if 
any, can be combined. Also, be on the lookout for 
thosé that have duplicates, making it possible to 
eliminate one of them. There will be some which 
you decide are needed. Try to improve these. 
Make them more useful. For example, if figures 
are shown, consider the possibility of including 
significant comparisons and the use of diagrams 
and charts. Keep in mind all the time the 
intended purpose of the report. 

Any contemplated change should be talked over 
with the head of the department in which the 
change is contemplated. The department head 
can frequently offer suggestions or ideas for 
improvement and sometimes can show you why a 
certain report should not be eliminated. 

After this screening and improving of reports, 
the next and final step is to institute control over 
report writing. To do this, establish a centralized 
clearing unit through which approval for all new 
reports must clear. Again, the action of this unit 
is guided by the objectives of management. Each 
proposed report is culled to see that it fits in and 
is a necessary contribution to the stated objective. 

Remember that offices are judged by the quality 
and value of their work. Periodic impartial 
examinations of office activities are necessary in 
order to eliminate practices resulting from habit 
rather than necessity. Offices should confine their 
efforts to useful work which has practical value. 


Office Week to Be Observed 
At National Business Show 

“Office Week” will be the designation of the week of 
September 30th through October 5th, the period of the 38th 
National Business Show, to be held at Grand Central Palace, 
New York, first national exhibition of office equipment and 
supplies since 1941. 

With production and distribution accelerating at an ever- 
increasing rate, the need to modernize the business office, 
the nerve center of industry, is one that business executives 
clearly realize, Frank E. Tupper, manging director of the 
show, points out. Office Week is planned as a means of 
bringing together makers and users of every aid to greater 
efficiency in operation—new systems and procedures, new 
machines and equipment, new accessories and supplies. 

Participating for the first time in the National Business 
Show will be the New York Chapters of the National Office 
Management Association and the National Association of 
Cost Accountants, presenting a comprehensive program of 
instructive forums and addresses. Many new and important 
advances developed or in restricted use during the war will 
be exhibited and demonstrated at the Show. 

According to Managing Director Tupper, who has person- 
ally directed all National Business Shows held in the United 
States since 1911, the advance bookings of exhibitors for the 
forthcoming Show have already exceeded in number those 
of any previous year in the history of the Show. 
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TAKE THIS TWO-WAY SPRING TONIC TO CURE 


"FINO1TIS” |) 


1. GLOBE-WERNICKE STEEL FILES 
2. G/W SAFEGUARD FILING SYSTEM 


Now You Can Buy Them TOGETHER to Make Your Filing d 
and Finding As Easy As Sharpening Your Pencil! 


G/W Famous Feather-Touch 
FILING CABINETS 
Globe-Wernicke precision-built 
steel filing cabinets have al- 
ways been first choice of dis- 
cerning buyers throughout the 
world. They are second to none 
in smooth, easy operation even 
when filled to capacity. Their 
fame for lasting dependable 
service is derived from quality 
materials, fine craftsmanship 
and leadership in engineering. 


Sy *The inability to find 
i, what you have filed. 


G/W Packaged SAFEGUARD 
Filing Outfits 
Prompt-acting and effective in 
every instance of Find-i-tis*, 
the Safeguard Outfit is de- 
signed for immediate installa- 
tion in any letter size file of 
1, 2, 3 or 4 drawers. Includes 
everything needed—guides, 
folders, instructions, in one 
handy package! For larger, or 
special requirements, ask your 
G/W dealer to make a survey. 


LET YOUR G/W DEALER tell you how easy 
filing and finding can be. Get your FREE 


CcoPY of famous ‘‘Find-i-tis” Book. The Globe-Wernicke Co. 


“Headquarters for Modern Office Engineering" 


MAIL COUPON NOW! tiny Dept. GO-646, Norwood, Cincinnati 12, Ohio 
ee Please send famous “Find-i-tis”* Book showing the quick, easy, 
FRE = Fy accurate way to file. 
mn <> Name.. 
“FIND-I-TIS"* BOOK | Address 


ee ae Zone............State........ 


Visible Record S 
Office Furniture — 
Bookcases 
Stationers’ Supp 
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‘im attractive, colorful display of the complete Ben. 
Franklin series featured recently by The Los Angeles 
Stamp and Stationery Company, Los Angeles, Cal. 
“stopped them—held them—and sold them”. High- 
lighted in this attention-getting window was the new, 
fast-growing Ben. Franklin “PRE-TESTED” Drawing 
Pencil series. 


For proof of gerne Blaisdell points with pride to 
many successful dealers like Los Angeles Stamp and 
Stationery Company. Ben. Franklin franchises are still 
open in certain localities. Write us for full particulars. 


SI/AISOC// PENCIL COMPANY, PHILADELPHIA 44, PA. 


SIats0e/7 


PENCILS 
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FLAT WALLETS 


Made of durable, heavy Leatheroid 
stock ... available in 13 sizes from 12 x 
18" down to 4x 92". Ideal for safely 
filing or carrying papers, reports, sam- 
ples, drawings. Flaps are extra wide 
—seams are tightly gummed. 


‘ 
cag 


VERTICAL FILE 
POCKETS 


Sturdy one-piece construction with 
double reinforcing at top of gussets. 
Fronts are 2 inch lower than backs 
= and fold down to permit easy examin- 
ation of contents. Available in two 
sizes (92 x 11% and 9/2 x 14%), a 
file pocket combining wearability with 
economy. 


% General Office and Factory, Quality Park, St. Paul 4, Minn. 
% Chicago Office and Warehouse. 564 W. Monroe St., Chicago 6 Sold through Dealers Only 
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"4 FROM THE INSIDE’ 


SO PUT DURABILITY FILING SUPPLIES ON THE 
“INSIDE” FOR UTMOST FILING EFFCIENCY! 
Today's selling dwells largely on PERFORMANCE and 
rightly so. This is conspicuously true in the field of radios. 
Even the most beautiful radio 
cabinet offers little value unless 


Patent No. 
2248355 and D 128118 


the “inside mechanism" provides 
faultless performance. Likewise . . . 
the installation of the right filing 
supplies brings the filing cabinet 
to the zenith of its efficiency. 
Durability Filing Supplies can be 
counted upon to give every file 
cabinet the greatest usefulness. So 

. when you're outfitting such 
cabinets, be sure to put Durability 
Filing Supplies on the "inside" for 
utmost filing efficiency. 


DURATEX VERTICAL 
FILE FOLDERS 


VERTICAL 


FILE GUIDES 


Manufacturers of Filing Supplies — 
JEFFERSON STREET 


CHICAGO 7. 
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What Price, Systems? 


(From page 38) 

ing or line department is imposing a handicap 
which is difficult to surmount. Systems men who 
are worth their hire spend much time on the 
firing line getting background information and 
testing procedures. The ideas, however, which 
makes the Systems man what he is are most often 
developed in the ivory tower and best results will 
be had from these men if such a refuge is pro- 
vided. 

The fifth and final requirement is that the Sys- 
tems department be placed as close to the top of 
the organization chart as it is feasible to get it. 
Preferably, the head of the department should 
report directly to the executive head of the organi- 
zation. There are two reasons for this: 

The first and obvious reason is that Systems 
work of necessity cuts across all department 


‘lines. In order to obviate possible resentment and 


friction which are latent in any situation where 
the head of one department is placed in a position 
of analyzing and reporting on the activities of the 
department under another executive. 


Weight of Authority 


The second reason is that the weight of author- 
ity must sometimes be exercised by proxy in such 
situations as prevail when department heads and 
other employees have for many years had a free 
rein in the conduct of their jobs and as a result 
may have a proprietary attitude. It may also be 
that these people are static in their thinking and, 
therefore, apt to resist innovations which are not 
supported by top management. 

As a practical solution, due to the reluctance on 
the part of the executive officer of the company 
to increase the number of those who report 
directly to him, it may be necessary to delegate 
this responsibility one step down to the secretary, 
comptroller, or other executive who does report 
directly to the top management, but if it is in- 
tended that the Systems department shall func- 
tion effectively, it should never be placed any 
lower than this on the chart. 

Thus, the price of Systems must be paid, 
directly or indirectly. The indirect costs are 
waste of manpower, waste of materials, and waste 
of machine time: sometimes the indirect cost is a 
bankrupt business. The direct costs are: delinea- 
tion of scope, responsibility, and authority; sup- 
plying adequate manpower, proper equipment, 
suitable environment; and placing the department 
in the shadow of the throne. This is the prac- 
tical program regardless of whether it involves 
one man or fifty. This program helped bring a 
business back from the brink of disaster. It has 
even been known to make a well business a better 
business. 
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No. 64R. 
Dip Pen Set 
Lucite 
“Rod” Base. 
Complete 
with Pen. 
$2.00 re- 
tail price. 


#61. Dip Pen Set 
“Whirlwind” 
Lucite Base. 
Complete with 


Pen. $2.00 re- 
tail price. 


No. 560. DeLuxe Model, Double 
Writing Set, Letter and Envelope 
Holder, Perpetual Calendar with 
Two Fountain Pens. 20 other Foun- 
tain Pen (Single and Double) Mod- 
els, starting at $2.50 List Complete 


ALMAC 9, Jit AGAIN! 
with LUCITE-BASED DIP PEN SETS 


Better writing perfromance at LOWER PRICES! Now 
available for the first time—quality DIP PEN Plastic 
Sets with modern, streamlined Lucite bases. Styled 
in the unique ALMAC manner! 


e Added Lucite Beauty to the desk. 


e No complicated mechanism—only 3 parts. 


e Simple to operate—easy to fill. One filling lasts 
for many months. 


e Ink is sealed in—keeps thoroughly clean—can’t 
evaporate. 


e Massive, man-sized Dip Pen holds large supply of 
ink, writes 60 words to each dip. 


e Controlled dip — means pen reaches “right” 
amount of ink at all times—regardless of ink 
level in well. 


e Ideal for use in office, home, school, hotel, bank, 
etc. 


Comes in COLORS, too! At same price. CRYSTAL, 
AMBER, ROSE, BLUE, GREEN. Be first to feature 
this Almac first. It’s Priced to Sell ... FAST!! 


PROMPT DELIVERY 
INDIVIDUALLY PACKED 


No. 62. Dip Pen Set Crisp 
modern design. “Circular” 
Lucite Base. Complete with 
Pen. $2.25 retail price. 


No. 63. Dip Pen Set Stream- 
Write for New Illustrated Catalog ijneqd modern. “Rectangle” 
of Complete Line Lucite Base. Complete with 

Pen. $2.50 retail price. 


ALMAC PLASTICS, Inc. "ss ox". new vou 
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’ Beautiful New “‘Autopoint” Pencils 
_ Mean Trouble-Free Writing 


These time-proved pencils always have written flawlessly . . . 
always have performed beautifully, thanks to the famous “Auto- 
point” Grip-Tite Tip that don’t let leads wobble, turn or fall out. 


Sat gE. 


Now, with their NEW STYLING, with cap, clip and tip in 
' gleaming gold finish, they are truly regal, royal beauties of writing 
ease. 


A brand new “ROCKER” Clip crowns the new “Autopoint” 
Pencils with distinction . . . blends in with the pencil. It clips 
quick, easy, holds fast and stays put .. . fits the pencil low in the 
pocket where it belongs. The pencil shown is but one of many 
“Autopoint” models made in a wide price range. Send for catalog 
and prices. 


Model 70 


Standard Leads 
y Model 170 
Real Thin Leads 
TRADE MARK Retail $3.75 
BETTER PENCILS (Plus Tox) 


‘CHICAGO 40, ILLINOIS 
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AUTOPOINT COMPANY, 1801 FOSTER AVE., 
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IT TAKES 
LOTS OF 


@ Whether you're perfecting a trapeze act or building sound business it takes 


practice to win confidence. 


The confidence of your customers in you and your merchandise—your confidence 


in your sources of supply and their products—build the reputation that spells success. 


Our understanding of this is a dominant reason why ACCO has made it regular 
practice to concentrate on quality in all ACCO Products. The ACCO name on paper 
fasteners, for instance, is known to mark the best product obtainable. 


You know it, your customers know it. Reason enough for good stationers 


everywhere to concentrate on ACCO Fasteners exclusively! 


PRODUCTS, Ine. 
39th Avenue and 24th Street 
LONG ISLAND CITY, N. Y. 
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under every typewriter 


KIL-KLATTER muffles typing noise, absorbs 
typing shock, makes typing easier on the ears, 
easier on the fingers. Made of famous OZITE 
All-Hair Felt with treated top 
to prevent machine legs from 
digging in, and non-skid bot- $s] 0 0 


tom for extra safety. Size 11 x 


13 in. fits all typewriters and AT YOUR 
many other business machines. —— s 
AMERICAN HAIR c FELT COMPANY OFFICE SUPPLY 
Merchandise Mart, Chicago 54, Illinois DEALER 
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THE SCIENTIFIC TYPEWRITER PAD 


Forgotten Department 


(From page 48) 


Women as well as men are permitted to smoke 
in the accounting department. This privilege is 
not only well liked, but makes tasks more easily 
performed. There are no fixed rest periods but 


| workers are free to leave the office as they wish. 


All typing is centralized in one section, with a 
woman supervisor to allot the work. Typewrit- 
ers are equipped with copyholders, conserving 
vision and time by lining up material con- 
veniently, especially columns of figures. 

Electromatic typewriters have been used for 
invoicing for several years, for speed, uniform im- 
pression, good appearance of carbon copies, and 
ease of operation. 

Portable files are used for accounts receivable, 
to eliminate lifting and save time. 

Files for the current and previous year are 
kept in the department, and older material stored 
in a special section of one of the company’s nearby 
plants. This arrangement leaves high rental 
space at headquarters free for essential records. 


Valuable in Saving Time 


Valuable in saving time and space is the binding 
of invoices for the current and previous year in 
book form twice a year. Financial statements 
are similarly treated. These cloth-bound books 
are kept on metal shelves in a large vault, opening 
off the accounting department. A center stand 
makes it easy to handle bound volumes. Vault 
protection is naturally desirable for such materia! 
and the special location apart from general 
activity is helpful in assembling needed informa- 
tion. 

All office supplies are centralized in a storage 
room off an adjoining corridor. One member of 
the department’s staff takes care of this room in 
addition to his regular duties, taking a monthly 
inventory of supplies and ordering so that work- 
ing quantities of all materials are constantly on 
hand. 


Toward one end of the accounting area the 
mailing department is located. More than 6,000 
pieces of incoming and outgoing mail are handled 
daily. Employees in this department, supervised 
by the office manager, perform other functions 
during quiet periods, sorting checks numerically 
for the bank balance reconciliation and doing 
errands. 

Various specialized functions are performed by 
the accounting department. One member of the 
staff is a tax expert; another handles group life 
insurance for the company’s employees, and a 
group of three have charge of the retirement sys- 
tem for Brake Shoe’s personnel. 
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No “reservations” 
needed with 


Kock aFile 


CARD FILE 


Rock-a-File, the modern card file 
that rocks open, needs no added space 
for operation... there are no draw- 
ers to pull out! It saves valuable 
space wherever used—on a desk, 
small table, window ledge—because 
Rock-a-File Card Files are but 15 


inches long closed and only the width 


increases slightly when open. This re- 
markable space-saving feature, due 
to its unique principle of rocking com- 
partments, makes Rock-a-File the 
handiest, most compact card file ever 
developed—a flick of the finger and 
the entire contents are in full view, 
perfectly aligned and instantly ac- 
cessible. 


Rock-a-File Card Files are avail- 


# REG. U. S. PAT. OFF. PATS. APPLIED FOR 


able in single (1200-card capacity) 
and twin (2400-card capacity) mod- 
els in Standard Green or Genuine 
Walnut for 3 x 5, 4.x 6, or 5 x 8 stand- 
ard cards. 


Ask Your Dealer for Complete 
Descriptive Literature. 


ROCKWELL-BARNES COMPANY 
35 East Wacker Drive Chicago 1, Ill. 


They Goud. annie 


MANCHESTER, 


It’s here! 


The Rubber Band the trade has 
been waiting for with NATURAL 
RUBBER added. 


B MPANY 
PENCER RUBBER SROQUCTS COMP! 


CONN. 
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Extendible Steel Bars 


for the steeless 


KLERADESK by Sengbusch 


. . - adding greater capacity to 
your present steeless Kleradesks 
. . » providing greater ultiity from the 
new steeless Kleradesks yau buy 


Flexibility that permits any number of plainly indexed 
compartments—that’s the big advantage in having a 
steeless Kleradesk with Extendible Steel Bar and plastic 
knobs. Now—more than ever—your employees appre- 
ciate the convenience of Kleradesk, in handling paper- 
work without confusion or disorder. © Extendible Steel 
Bars—to replace wood assembly rods and porcelain 
knobs in the steeless Klaradesks you now own—are 
available from your statiioner, for additional expandi- 


bility. They are also standard parts of steeless Klera- 

Above: Small size, for models 3V, ge ey a ev models ov, 7, av, desks now being sold. —— =) “4 utility, — 
AV, or 5V. With or without knobs. ’ ' . ith or without knobs. and pleasing appearance o Klera esk, this new feature 
Right: Intermediate bar for further enhances Kleradesks’ reputation as one of the 
additional extendibility of —_—$————_———— greatest aids to desk workers. @ Order from your 


either size above. stationer now. Write for circular. 


Sengbusch Self-Closing Inkstand Co. 


366 Sengbusch Bldg. Milwaukee 3, Wisconsin 


= 
Above: One intermediate bar extends any Kleradesk one 
to five compartments more than original capacity. Sev- 
eral intermediate bars may be added, if desired. 
eat 


; ©" PLYMOUTH RUBBER COMPANY, INC. — 
-FounpveD 1896 The Largest Rubberizers of Cloth in the World cANTON, MASS. 
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The Right Point 7 | 
for the Way You Write |. 


meante 
The Right Point for Every Yob 
a 


Hundreds of businesses have 
standardized on Esterbrook 
Fountain Pens and Dipless Sets 
because these pens meet every 
worker's individual requirements. 
From executive office to sales 
foree—accounting department 
to shipping room there’s an 
Esterbrook Renew-Point for 
every job and for every individ- 
ual style of hand-writing. All 
points can be placed in the 
barrel by the user—no ship- 
ping delays while injured 
points are being replaced. 
Esterbrook Pens are priced 
right for common sense 


and commercial use. e 


fHE ESTERBROOK 
PEN COMPANY 
Camden, N. J. 


Canadian Representatives: 
The Brown Brothers, Lid. 
Toronto 


FOUNTAIN PEN‘ | 


RENEW-POINT 
June, 1946 


ee SAVES — 
EYES .. EFFORT... ERRORS 
AND UP 10 50% IN TYPING TIME! 


_ To read slant-wise from a side position, 
as most typists do, is basically wrong, tedi- 
ous and harmful. By permitting correct 
posture, automatic line-pointing, forward 
EYE LEVEL reading, Copy-RIGHT shortens 
reading distance, improves visibility, assures 
greater accuracy, eliminates eyestrain. 
Result: typewritten 
matter that carries 
quality, neatness, 
prestige. 


\ No Twist, No Turn 
No Squint, No Squirm 

Copy-RIGHT keeps 
Typists fresh and 
alert throughout the 
day, slashes typing 
* | costs. Self-support. 


Six Model Sizes | i"9: not permanently 


\ attached, can be in- 
ey te" oo stantly moved from 


Ty = V8 one typewriter or 
ae wane desk to another. 
Try Copy-RIGHT at our risk. Put it to 
the test in your own offices. 


MAIL COUPON NOW! 


* 
POSES EEE EEE EES EEE SEE EEE SEES ESE USE TSE : 


Copy-RIGHT Mfg. Corp. Dept. a 
53 Park Place, New York 7, N. Y. 


C)] Send illustrated literature please. 
[] I'd like to try a Copy-RIGHT in my office. 


Name 


| <—20-——_» 


CO) 


20” 


ennanceet 


Firm 


(Attach Letter Head Please) 


—.. * ae ae” Se Se |hmUCUm 
. Typing Oclays 
sch } (0 ” wth Copy-RIGHT | 
f | | (front-vision, line-by-line) 
4 = + COPYHOLDER | 
~N ~ FZ ; > ; 
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a hen your dary ) 


your work 
us ali The 
pencil thal excels in 
smooth ne open 
£05u Writing and éas 
ee preci ale 
ts locked in- plastic tip, 
too! Holds its superior 
rubber eraser f) irely , 
for quick erasure. Look 
for theareen plastic 
ferrule wifh the dowbls, 
yellow bands — and 
buy Ticonderoga \ 
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é 
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THE FAMOUS PENCIL 
WiTH THE 


LOCKED-IN-PLASTIC TIP= 


DIXON 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 54-J6, Jersey City 3, N. J. 
OFFICE MANAGEMENT AND EQUIPMENT 


_ been retained by the company as business forms consultant. 


Now Forms Consultant 
The Mercury Printing Co., 200 Hudson St., New York, 
form producer, has announced that Robert K. Stone has 


Robert K. Stone 


Mr. Stone, was formerly systems analyst with the manage- 
ment control office, of the Air Material Command, Dayton, 
Ohio. 


Slanted for the Business Girl 
The importance of good posture to a girl’s appearance 

is stressed in the new posture chair booklet “Beauty Begins 
With Posture,” recently prepared by the Harter Corp. 

The folder and envelope are printed in pink and black. 
Copy and drawings are slanted to feminine readers. The 
sales message makes three main points. They are that good 
posture is essential to beauty; good posture in the office 
encourages good posture at all times; and that Harter pos- 
ture chairs make good posture as natural as breathing. 


In Newly-Created Post 
F. Albert Hayes, a former president of the National 
Association of Purchasing Agents, has been appointed to the 
newly-created post of director of purchasing of the Bigelow- 
Sanford Carpet Co., Inc., 136 Madison Ave., New York. 
Mr. Hayes was formerly production manager of the Amer- 
ican Hide & Leather Co. 


Milwaukee Chapter Elects 
The Milwaukee Chapter of the National Office Man- 

agement Association held its annual election on May 7th. 
The new officers are president, James J. Verfurth, Red Star 
Yeast & Products Co.; vice-president, Layton E. Perkins, 
Remington Rand, Inc.; secretary, John T. Lakso, Weyenberg 
Shoe Mfg. Co.; treasurer, Chester W. Foster, Nordberg Mfg. 
Co. 

This May 7th meeting was the last meeting of the asso- 
ciation before the summer recess. Regular meetings will be 
resumed in September. 


Pritchard Acquires Macey 

Joseph W. Pritchard, president of the Wells Office 
Furniture Co., 725 South La Salle St., Chicago, has acquired 
the management and operation of the Macey Co., Grand 
Rapids, Mich., manufacturer of files, desks, and filing acces- 
sories. 

During the war, the Macey factory was made available to 
the Army through the General Motors Corp., to manufacture 
carbine rifles and Diesel engine parts. New machinery 
and equipment is being installed to manufacture office equip- 
ment. The first items to be released under the new manage- 
ment will be Grade A steel files of the four-drawer style, in 
both letter and legal sizes, with and without locks. As soon 
as materials are available the company will produce the 
Island Base desk and other Macey products. 

The Wells company was organized by Mr. Pritchard about 
four years ago. 
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No. 1170. No place of business should be 
without as many of these units as will do a com- 
plete job of moving parts and merchandise from 
place to place. 
Heavy steel con- | 
struction with 
12 gauge up- 
rights and 16 
gauge trays, 
strong and rigid. 
Large 5-in. com- 
position rubber 
tire wheels, sta- 
tionary in front, 
swivel in rear, 
providing easy No, 1170, 36" Long, 341/>" Hi 

portability. 24" Wide, Baked eee} Ohne 


Green Finish. 


O 


HEAVY DUTY 


BENCH LEGS 


No. 850. An Arc 12 GA. STEEL 


Welded Rigid As- 
sembly of 12 Gauge 
Steel. 32!/," High x 
28" Across Top Angle. 
These Steel Bench 
Legs are very popular 
and may be readily 
bolted to steel or 
wood top. The as- 
sembly is solidly 
welded into one unit 
making strong, rigid Bench Legs. Up- 
tight members and top are 2" x 2" x 12 
gauge steel angles. Boards may be laid 
across bottom brace thus forming a 
bottom shelf. 


Write or Phone for Literature 


O 


AURORA, 
ILLINOIS 
Phone: Aurora 9232 


DIVISION OF AURORA EQUIPMENT COMPANY 


INDEXES 
PACKAGES 


4 te 2 INDEXES FOR LEDGER BINDERS 


COT} PLASTIC TABS --EXTRA STRONG 


LOOK FOR THE BRILLIANT 
ORANGE PACKAGES WITH THE 
BLUE INFORMATIVE LABEL 


Now you can buy AICO Indexes in new 
Individual Packages with an informative 
label that gives you the complete des- 
cription of the contents. 


Look for the new orange and blue AICO 
Individual Packages. They contain the 
same fine AICO Indexes, made by index 
specialists. 


AICO Indexes will increase the efficiency of every 
department of your business. 


AICO PRODUCTS are distributed in Eastern States by 
Aigner Index Company, 97 Reade St., New York 13 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS 
CELLULOSE SPECIALTIES 
PROTECTIVE HOLDERS 


~ G.I. Aiquer Company 


503 S. JEFFERSON ST., CHICAGO 7, ILL. 
WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 
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; Frenc 
, Curves 
The A B C of the quality 
conscious merchant. . . 


(Nways 
Day 
thes 


for a complete line of fast selling, profitable 
drawing, ruling, and computing devices. Top 
value and exclusive C-Thru developments have 
gm. created consistent consumer demand. . . 

Take advantage of C-Thru’s unexcelled 
: delivery schedule. 


Write for Free C-Thru Catalog 


RULERS + TRIANGLES » NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


GCTHRU Ze y 


HAATF ORO, conn . 


KING 
of MARKING DEVICES 


CROWN Line 


Daters & Numberers 
other Marking Devices 


Known Throughout the World 


> DEFIANCE 
SUPERIOR 
- MODEL 
> TRIUMPH 
STAR 


Coo be supplied 
in All Languages 


for both Domestic and Export Trade 


Send for Catalog Illustrating and Describing Complete Line 
of Marking Devices 


Rh. A. STEWART & C0., Inc. 


80 Duane Street New York 7, N. Y. 
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PENCILS ARE 
OUTSTANDING 


Quality 


A COMPLETE LINE 
IS AT YOUR SERVICE 


Ss 


NATIONAL'S 
7 N 
Shytint : 
A THIN NI 
LEAD 2 
CRAYON g. 
PENCIL x 
2 
= 
WITH STRONG LEADS se 
ey 


wee 


NATIONAL'S 


Cedar-K1NG 


dp 

= 

A REAL & 

QUALITY : 

5c = 
PENCIL 

® 

i) 


WITH METAL TIP BROWN BAND | 


MADE IN 
FIVE DEGREES 


IN DOZENS 


e TRY IT AT OUR EXPENSE 


Send penny post card with your 
name and address and receive a 
pencil FREE. 


BOXED 


NATIONAL PENCIL CO. 


SHELBYVILLE, TENN. 
220 FIFTH AVENUE 


- 


BERNARD 


TRADE MARK REGISTERED 


... the name that designates quality 
stationery tools. 


Over the years BERNARD stationery tools have earned 
the reputation of quality and dependability. Office man- 
agers buy BERNARD merchandise with confidence that 
it will give long years of service in speeding up office 
routine. 


Order now from your stationery supplier. If he cannot 
immediately supply you, please know we are making every 
effort to meet the enormous demand. 


These are only three of the many famous BERNARD 
stationery tools. Send for complete catalogue which gives 
all numbers, all details. Use coupon below. 


Wm. SCHOLLHORN COMPANY 
“Quality Tools Since 1870” 


Wm. Schollhorn Company, 
3006 Chapel St., New Haven 9, Conn. 
Sirs: Please send me your catalogue of stationery tools. 


(Zone No.) 
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Wins Dartnell Gold Medal 

Alice Honore Drew, advertising manager of the Tel- 
Autograph Corp., 16 West 61st St., New York, has been 
awarded the 1946 Dartnell Gold Medal for excellence in 
business letter craftsmanship. Caroline Hood, president of 


the Advertising Women of New York, presented the medal 
to Miss Drew at a luncheon in the Belmont Plaza Hotel, 
New York. 

Miss Drew also won the Dartnell Certificate of Award in 


_Co., secretary. 


1945, the Direct Mail Advertising Association Certificate of 
Merit in 1945, the Dartnell Gold Medal in 1944, and several 
Sales Letter Round Table prizes. She was also judged one 
of the fifty Direct Mail Leaders in the country in 1944. 

In addition to her duties as advertising manager of Tel- 
Autograph Corp., Miss Drew serves as public relations 
chairman of the Advertising Women of New York, Inc. 


Office Executives Elect 

Officers and directors were elected at the recent an- 
nual meeting of the Office Executives Association of New 
York, Inc. (New York Chapter, National Office Management 
Association). 

The new officers are H. Percival Riley, Thos. A. Edison, 
Inc., president; David E. Griesemer, Babcock & Wilcox Co., 
first vice-president; John S. Wiltse, Johns-Manville Corp., 
second vice-president; Harold P. Wise, Anaconda Wire & 
Cable Co., treasurer; Miss Edith Harper, Scott Foresman & 


Directors elected for one year are: Dr. P. L. Agnew, New 
York University; Miss Marion Dean, Marsh & McLennan; 
Gordon F. Metzger, Prudential Insurance Co., of America; 
Herbert B. Roth, Continental Casualty Co. Two years: Ar- 
thur J. Amberg, A. J. Amberg Business Equipment Corp.; 
Horace J. Brogley, Johnson & Johnson; Edwin B. Gage, 
Western Electric Co.; Walter P. Welch, Combustion Engi- 
neering Co., Inc. 

Members of the advisory council elected for one year are: b 
Leon A. Griffin, Johns-Manville Corp.; Miss Harper; Ed- 
ward J. O’Neill, Consolidated Edison Co.; for two years: 
E. H. Conarroe, Metropolitan Life Insurance Co.; Arthur 
J. McCrickard, Dictaphone Corp.; Charles M. Skade, S. H. < 
Kress & Co. Three years: Mr. Amberg, Mr. Brogley, Charles 
F. Hohwieler, Crown Zellerbach Corp. 

Mr. McCrikard was elected national director for the New 
York Chapter Area for one year. 
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FOR 
LITTLE 
GIRLS 


CARBON PAPER 


that's why good typists 


KEEN-RITE 


and 
SUPER-TREATED 


Both the popularly priced 
KEEN-RITE and the de luxe 
SUPER-TREATED brand are 
made by a special process 
to prevent curling and smudging. Every typist can now 
get clearer, cleaner copies along with maximum wear. No 
more unsightly erasures and no more soiled hands from 


handling. 


The famous patented "Carbon Gripper" ao 

in every box of Codo Super-Treated, SS 

Super Kote and Keen Rite. = 
SS 


— ~- 


gg om ‘Coraopolis, Pa. 


Codo w MFG. con. : 
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THAT'S HARD. TO BEAT! 


HERE'S A unique service for users of 
Wabash supplies. Designed primarily to 
help our regular dealers, it also helps you, 
because you always know just where to 
reorder supplies when you need them. The 
Wabash dealer’s name appears on the 
Wabash Quality Seal illustrated above. 
This Seal is placed on all Wabash Supplies. 
Wabash Quality is supreme ... we're 
proud to have it carry our name and we're 
equally proud to have it carry the name of 
our exclusive dealer in your territory. He's 
the man who has been carefully selected 
for his ability to serve you. 


Aart Def, 
1% 3 
he IO 


peer S2., WRRASH, INDIANA 
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LOOK UP TO... 


il 


(BOLENS) 


SENG-Bolens is a name that stands for all that 
is best and most scientific in the design and 
building of quality office chair action controls. 
It is a name that you will find attached to this 
highly important part on the leading lines of 
fine executive and office chairs. For depend- 
ability and customer-satisfaction — insist on 
SENG-Bolens Chair Action Controls. 


SENG-Bolens Chair Action Controls are now 
manufactured and distributed exclusively by 
the SENG COMPANY, of Chicago. 


THE COMPANY 


1450 N. Dayton St., Chicago 22, Illinois 
OWNERS AND MANUFACTURERS OF 
BOLENS OFFICE CHAIR CONTROLS 
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Theyre Coming 
/| Yo ut Way. 


LISTO IS STEPPING 
UP PRODUCTION! 


Yes...We are turning the wheels 
of production much faster now, so 
more Listo Marking Pencils than ever 
before will soon be available to 
dealers. 


National advertising in new con- 

sumer markets is telling your custom- 

ers about the advantages of Listo 

Marking Pencils, so be sure that 

you have them in stock and share 

in this great repeating profit 
maker. 


YOUR 


BLACK YELLOW 
RED BROWN 


| BLUE GREEN LISTO PENCIL CORPORATION 


ALAMEDA, CALIFORNIA 
SINCE 1921 


MARKING 
PENCIL 
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GENERALS | 


CARBO-WELD 


-SEMI-HEX 


‘NEW BRASS FERRULE 
GRIPS FINE QUALITY 
ERASER SECURELY 


BUILT-IN- QUALITY ; 
FINE WOOD CASING THROUGHOUT : 


EASIER SHARPENING | 


i 


— Vi 


Y _ Tabs, Air Mail Labels in con- 
@ Uf venient pac’ ages, Address Labels, 
pif! and Gummed Reinforcements are 


just a few of the many Dennison 


daatniis da hls Gn hein 'n dally SMOOTHEST Arey 
paneer. I don’t see how any modern 3 PROCESS BIN BINDS 
UY" office can afford to be without these i LEAD TO WOOD 


ORDER THESE 
POPULAR BRANDS 


SEMI-HEX OFFICE PENCIL 

5 degrees No. 1-2-22/4-3 and 4 

SEMI-HEX THIN COLORED 
Insoluble Crayon 14 brilliant colors 
KIMBERLY THIN COLORED 

’ (HEX and ROUND) 
indelible Crayon 27 popular colors 
SUPER-DUPLICATING PENCIL 
Purple (in soft and medium) also red, | 
blue, green, yellow, heliotrope 
WET-PROOF PENCIL 

For outdoor marking on wood, tags, labels, ete. 
KIMBERLY DRAWING PENCIL : 
_ 22 degrees 6B to 9H —Extra B for layout | 
and tracing 1-2-3-4 


4 Dennison handy helpers.”’ / FOR GREATER 


+ 


STRENGTH 


No matter what your business may be, you can 
run it more smoothly, more efficiently, and more 
economically by using Dennison Goods. Dennison 
has a complete line of tags, labels, seals, mending 
tape and many other paper specialties designed to 
help you save time and avoid mistakes in office 
procedure. Dennison Goods are on sale at leading 
stationery counters everywhere. 


Framingham, Massachusetts 


Wiakia % (pe “pists athe (SEF 


General Pencil Company 


67773 FLEET STREET ) JERSEY CITY 6, NJ. 


Essential Stationery Supplies for HOME, SCHOOL, and OFFICE anti stte 
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Secretaries all like Carter’s Midnight 
Carbon. Famous for making clean, sharp 
copies, this fine carbon paper is surprisingly 
easy to handle—never curls or wrinkles. It’s 
durable too—it wears and wears and wears! 


Take a tip from the kitten. Let Carter’s Mid- 
night Carbon help you save the time of your 
busy office staff! 


THE CARTER’S INK COMPANY 


Boston, Massachusetts 


Carbon and Ribbon Specialise 


June, 1946 


NOW 50 


WATTS 


GOVERNMENT APPROVED 


1946 W-2 


WITHHOLDING STATEMENTS 


5. NO 
AND WERE 


@ Employer's name, address and S.S. Identification 
No. imprinted on all copies. 


@ Interleaved carbon easily snapped out, no car- 
bon to insert and remove. 

@ Fourth copy for your records, fifth copy for 
state or city returns available where required. 

@ Made in individual sets, also strips of 4 sets-on- 


a-sheet. 
@ To assure that employees get the 
correct original and duplicate 
nw copies, their two copies are held 
ot together by special stub at the 
p Siaeiet Gtematnn ents 
@ Important ‘ormation and in- 
SPECIAL stresthens are printed in red for 
WATTS easy reading. 
FEATURES [| @ Save additional time by using 


Watts opaque specially designed 
Window Envelopes marked 
“Strictly Confidential” and 
printed corner card. Available at 
low cost. 


Stationers: Write to- 
day for trade dis- 
count, samples and 
direct-mail literature 
for circularizing your 
customers. 


NEW LOWER PRICES 
Regular 4-Part Sets 
Cost Per 
100 sets $9.10 1000 sets @ $23.00 
300 sets 13.35 3000 sets 19.10 
600 sets 18 


800 sets 20.80 10000 sets @ 16.00 
Larger quantities — lower prices 


ALFRED ALLEN 


WATTS 


COMPANY, INC. 
216 William St., New York 7, N. Y. 


Send for complete 
price list and samples 


WATTS 


Bose 


SINCE 1897 


Dept. OM 
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Strong Assistant Treasurer 
A. C. Buehler, president and board chairman, Victor 
Adding Machine Co., Chicago, has announced the appoint- 
ment of James F. Strong as assistant treasurer of the 
company. 
Mr. Strong, who was recently released from the navy, 
served as supply officer on an assault transport in Pacific 


La GAG 


— 


TICONDEROGA 


Pick your liconder a 
and depend. on it | 
From left fo right: 
No. 13 86, hae: 
nexagon No. 1395 ; 
with nifedge eraser - 
stenographer's pet. 
No1370,round All these 
show qreén olasti Cc 
ferrules with double 
yellow bands.No.1340, 
round and No,(390, 
roundedge hexagon both 


without erasers, 


DELAY 


Mwas) 


No. | Veru soft 
No. Sof 


No.2 Aofirm 
No.3 Medium 
No.4 Hard 


im each style 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 54-16, Jersey City 3, N. J. 
* Patented No. 1927142 
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James F. Strong 


and Japanese waters. Before being commissioned a naval 
lieutenant he served as war contract coordinator for Victor. 
He has been with the company since 1940 and held the 
position of credit manager in pre-war days. 

In his new office, Mr. Strong will handle finance policy, 
credit and collections, and cash control. 


New Filing Officers 

New officers were elected at the annual business of the 
Filing Association of New York, held May 13th at the Hotel 
New Yorker. The new officers are: president, Mrs. Elizabeth 
G. Lee; 1st vice-president, Mrs. Alva R. Menzie; 2nd vice- 
president, Ann M. McKenna; treasurer, Dorothy E. Smith; 
recording secretary, Ann McDonald; corresponding secre- 
tary, Mrs. Ruth M. Reid; director, Marion Wilhelm. 

At the dinner meeting on June 10th, a reception will 
be given to the retiring and new officers. An interesting 
program has been planned for that evening. Miss Marion 
Roach, research worker, Time and Life, Inc., will speak on 
the research done in preparation for a feature story. Ger- 
trude Neidlinger, musical impersonator, will be on hand to 
entertain. 


Granted Price Rise 
The Burroughs Adding Machine Co., 6071 Second 

Ave., Detroit, Mich., has announced that the Office of Price 
Administration has granted it a price increase of 2242 per- 
cent on annual service agreements for its equipment. 

The company has also received an increase of 12 percent 
on repair parts furnished customers, other than those cov- 
ered by the service agreements. 


Speaks at Transcription Supervisors 


In a very interesting talk given at the May 13th meet- 
ing of the Transcription Supervisors’ Association of New 
York, Dr. Frances S. Arkin described how the relationship 
between parent and child affects the child when he is old 
enough to enter business, and how an analogy may be drawn 
between employee-employer relations and parent-child re- 
lationship. 

Dr. Arkin told the many supervisors present that in 
industry the employer stands in the same relationship to the 
employee as does the parent to the child. She explained 
that the employer is the “one who presumably holds all the 
trumps.” He makes demands, expects fulfillment, metes out 
punishment, or praise, and pays the salary. 

The employee who was a pampered child expects the same 


_ kind of pampering from his boss, but not getting it, he be- 


comes defiant and uncooperative. Dr. Arkin explained the 
different ways of handling such employees. 


June 1946 
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MACO ““PRESS-T0-STIK” LABELS 


The Label Which Meets Unusually Difficult Labeling Problems 


Requires no moistening — merely pressure to apply. Can 
be quickly affixed and removed without marring surfaces. 
Adaptable for hand marking, typewriting or marking machines. 


For use on surfaces made of:— 


PLASTICS SMOOTH LEATHER 
CELLOPHANE SILVERWARE 
GLASSWARE ENAMELWARE 
POTTERY JEWELRY 

CHINA TIN, METAL, ETC. 


ALL CLEAN, DRY, SMOOTH SURFACES 


Available Plain or Printed to Order — in rolls, perforated strips, 
straight or die cut —in various shapes and sizes. 
Stocked in white, with printed blue borders, 
1M labe's to roll, individually packed in 
a glassine bag and attractive box. 


NO. SIZE 
| IL 5/gin. x 3/g in. 
| | 2L —5/gin. x 7/g in. 


3L s3/g in. x 3/4 in. 
4L - 3/qin.x Tin. 


PRICES AND SAMPLES SENT UPON REQUEST 


THE J. L. MAY COMPANY 


TAGS s LABELS + TICKETS 
111 W. 19th STREET © WAtkins 9-0357 ¢ NEW YORK 11, N.Y. 


“LES 


Lo 


\ 


LEEL 


' 
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NEW—JUST OFF THE PRESS! 
Delbridge Selling Price Calculator 


This new, high speed calculator will figure 
your percentage markup prices as required 
by OPA. The Delbridge System is speedy— 
twice as fast as machine calculating and five 
times as fast as hand figuring. 


Save time and eliminate “headaches” 

this lightning fast calculator. 

No. 521 Delbridge Selling Price Calculator 
PRICE $12.50 


May we send you a copy for free trial use? 
Wire us collect—we’'ll rush your copy today. 


DELBRIDGE CALCULATING SYSTEMS, INC. 
ST. LOUIS, MISSOURI 


by using 


0 ACETATE POCKETS 


cs. ten oe 


ALBUM WITH ACETATE POCKETS 


New VUE-CITE Album for keeping valuable papers for oe. 
pwn Ee reference and always clean and readable. Ten folded aceta 
ets (20 pockets) with Wire-O metal binding. Durable Sas 
-— covers. Compact and easy to carry. For charts, graphs, 
photographs, price lists, sales proposals, and countless other uses. 
$2092—Size 11 x 81% inches. Dealers price $23.40 dozen. 
Write for catalog other items—Autograph albums, 7 
books, aie Picture Frames, and Baby B 
Wire-O Binding Company of Chicago 
732 W. Van Buren Street Chicago 7, Illinois 
Display Room: 209 S. State St., Chicago 4, Illinois 


STAINS REMOVED IN 30 SECONDS! 


Stains acquired through hours of duplicating 
work are completely—but gently—removed in 
30 seconds with AUTOCOPY Cleansing Cream. 


LONG SERVICE LIFE 


AUTOCOPY Gelatin Rolls are carefully 
compounded to insure longest efficient 
use under varying climatic conditions and 
are available for ALL makes of duplca- 
tors. Try them and learn the difference 
AUTOCOPY Rolls can make in the quality 
of your duplicating work! 


CARBON PAPER 
| MASTER SETS 
| RIBBONS 


WRITE FOR 
LITERATURE 
AND PRICES 

462 West Superior Street, 


Chicago 10, Illinois 


June, 1946 
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TOPPING THE FIELD 


to take care of himself and his friends—in any 
emergency .. . meant a good reputation. In 
today’s emergency you will find that we are 
doing everything we can to give you as many 
filing cabinets as possible. 


D ERSON-HIcKEY Go. 


= ne. *' = 
GENEVA 
ILLINOIS 


“Andy units of steel” 


In the days of the Old West, a man’s ability . 


v ROUNDED CORNERS} op, approves 
¥ DROP WINGS Price to Retailers 
”¥ BOOK SHELF — 


An all around utility table that can replace a full size steno- 
graphic desk. All corners are rounded, book shelf is ample 
for notebooks, dictionary etc. Olive green finish, easy rolling, 
light in weight. Leaves lock automatically in open position. 


See our Exhibit in Booth No. 55 at Office Equipment 
Display Stevens Hotel, Chicago, June 3-5. 


MARSHALLAN MANUFACTURING CO. 


1069 West 11th Street © Cleveland 13, Ohio 


Pitney-Bowes Announces 

Pitney-Bowes, Inc., postage meter manufacturers havg 
announced the opening of a new sales and service office, ang 
the appointment of two branch managers. The new sale 
and service office is at 411 West 7th St., Fort Worth, Texas 


Charles S. Hunt Charles V. Foster 


with Charles V. Foster, former Dallas Salesman, as its 
branch manager. 

The other branch manager appointment is that of Charles 
S. Hunt, former Dallas representative, who has been made 
manager of the San Antonio branch, succeeding Donovan 
Erard, who joins the company’s New York sales staff. Mr. 
Hunt has rejoined the firm after serving three years in the 
Army Air Forces. He formerly managed the company’s 
branch offices at Houston and Denver. 


Elected to Board 
W. R. Barker, president of UARCO, Inc., Chicago, 
manufacturers of continuous business forms, has announced 
the election of Raymond J. Koch to the board of directors. 
Mr. Koch is president of the Felt & Tarrant Mfg. Co., of 
Chicago, trustee of the Armour Research Foundation, and 
the Illinois Institute of Technology, and vice-president of 
the Illinois Manufacturers’ Association. 


Meet Justowriter 

The Justowriter Corp. has been formed to take over 
certain development projects from International Business 
Machines Corp., Rochester, N. Y. The plant, machinery and 
inventory connected with those projects are included in the 
transfer. 

T. C. Campbell, former general manager of the Electric 
Writing Machine Division of the International Business 
Machines Corp., has been elected chairman of the board of 
the new corporation. Charles R. Ogsbury, president of 
Commercial Controls Corp., has been elected president. 


Supervisors and Human Relations 

The Policyholders Service Bureau, Group Insurance 
Division, Metropolitan Life Insurance Co., 1 Madison Ave, 
New York, has prepared a report entitled “Training Super- 
visors in Human Relations,” which is designed to assist 
business organizations in developing supervisory skill in 
human relations. 

The report is based on the practices of thirty-nine compa- 
nies which have developed training programs on such prob- 
lems, and on the points of view of specialists in this field. 

It includes an analysis of the conditions affecting the em- 
ployees’ attitude. Following this analysis, it covers the meth- 
ods of developing the training program, including the func- 
tions of the training specialists, the method of organizing 
the program, the types of training offered, and the methods 
used in conducting the training work. 

Copies of this report will be sent to executives who ad- 
dress the bureau on their business stationery. Other inter- 
esting reports available include “Intensive Training of In- 
dustrial Employees,” “Training Employees as Job Instruc- 
tors,’ “Manuals for Executives and Supervisors,” and “En- 


listing Employees in Waste Reduction.” 
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DRIES AS YOU WRITE! 
INDELIBLE AND WATERPROOF! 


A spectacular performer, DRI-RITE sells on sight. A 
thousand uses in factories, stores, offices, homes. Five 
colors of ink . . . five styles of nibs including new, sen- 
sational Double Nib! 


AVAILABLE IMMEDIATELY 
IN LARGE LOTS! 
BEAUTIFULLY BOXED KIT 
CRYSTAL FINISH ALUMINUM 


INQUIRE OF YOUR JOBBER 
OR WRITE TO: 


BROWNIE MFG. CO., Dept. A 


195 WILLIAM STREET @ NEW YORK 7, N. Y. 


\ ~ 


KEEPING STENOGRAPHER 
FOR 26 YEARS 


Use Clarotype for clean, sharp and impres- 
sive looking correspondence. Expert stenog- 
raphers prefer Clarotype because it 
iy ARTY dissolves all the dirt and ink on 

tae eT typewriter type—without spatter- 
ing—saves time, and is non- 
inflammable. Economical, too. 
A 50¢ bottle lasts for months. 


ae 3 ORDER FROM YOUR STATIONER 
a OR TYPEWRITER SUPPLY DEALER 


y 
The Clarotype Company, Inc. 261 Z Broadway, New York 7 


S HAPPY 


WORK WITHOUT Grafeo SIGNALS? 


signals and maptacks 
aid busy workers . . . do much 
to make operations smoother. 
Graffco signals and maptacks 
never forget; they make existing 
systems more efficient; speed 
operations. 


GEORGE B. GRAFF 
COMPANY 


68A Washburn Avenue 
Cambridge 40, Mass. 


June, 1946 


FILE CADDY 


EASY TO FILE— EASY TO FIND! 


Secretaries, Purchasing Agents, Timekeepers, 
File Clerks—everyone wants one! An amazingly 
‘ efficient file, 
the Caddy is 
recommended 
for sorting pa- 
pers, corre- 
spondence, in- 
voices, etc. 
Also, makes a 
good desk-side 
file for current 
papers. 
All steel, fin- 
t ished in olive 
y green, equip- 
ped with cas- 
ters. 131," 
wide, 18" deep, 27" 
high. 
SEND FOR CIRCULAR 


Nationally Advertised $] 450 
10% higher West of Rockles 


Amberg File & Index Co. 
1602 Duane Blvd., Kankankee, Ill. 


SWINGING 
FOLDERS 


25 sturdy, red fibre folders 

with steel tops slide along 

the side rails. Folders remain upright 
whether empty or packed full. In- 
sertable celluloid tabs. 
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SPECIAL! row PRICES! 


While Present Stock Lasts 


@ CANARY MANIFOLD PAPER 


Excellent quality 9 lb. stock. 1M to package. 


Quantity 8x 10% 8x13 
100M $.55M $.60M 
250M 52144M 57144M 
Million 50M 55M 


a 5 x 8 INDEX CARDS 


Good Grade 72 lb. bristol. Plain (unruled). 
Buff and blue. 100 to band. 1,000 to box. 


EE nik 555k Ata iee Rie wit o Sie Rhu oa ae's P $.75M 
I ios: :6 obs eos eae e mae wie aie qed .65M 


Minimum order 100 M lots. Immediate Deliv- 
ery. All prices F. O. B. Warehouse, New York 
City. 


COLUMBIA TRADING CORP. 


7 WAVERLY PL., NEW YORK 3, N. Y. 


| 

| 

| 

| 

| - 
250M ...cccee eccccccces bbe sw a oeele aietele -70M 
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Phone: GRamercy 3-0774 | 
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CARBON PAPERS 
BRU LL, vveewallll ma 
TYPEWRITER RIBBONS 
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The WRITE Way 
is the RIGHT Way 
to Office Efficiency 


WRITE products are time and money savers in 
any office . . . giving you more for every dollar 
spent, in longer wear, better looking work. WRITE 
Carbon Papers give you more copies, cleaner 
copies from every original. WRITE Typewriter 
Ribbons reproduce a uniformly clean, sharp and 
readable piece of work every time. 


Insist on WRITE products. They are guaranteed 
for quality, uniformity, long wear. 


Ask your dealer, or write us today for FREE sam- 
ples and attractive prices. 


Immediate Deliveries! 


420 Lexington Avenve 
D New York 17, N. ¥. 


WRITE 
INCORPORATE 


FACTORY: Bridgeport, Conn. 
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New Field Office 

Commercial Controls Corp., Rochester, N. Y., has 
opened a new field office at 305 Techwood Drive, N.W, 
Atlanta, Ga. John D. Grosvenor has been appointed man- 
ager in charge of customer sales and service. 


John D. Grosvenor 


oe a ee 


Formerly, Mr. Grosvenor held a similar position with the 
company in the territory covered by their Rochester, New 
York office. A graduate of Syracuse University, he served 
four years with Army Air Forces. 


Death and Injury at La Salle Fire 

The tragic fire in the LaSalle Hotel, Chicago, which 
occurred while the NOMA convention was in session at the 
Stevens Hotel, resulted in the death of the wife and daugh- 
ter of an NOMA office equipment exhibitor and injuries to 
at least two members of NOMA. 

The exhibitor was Conrad Swoboda, of McCaskey Regis- 
ter Co., Alliance, Ohio, who lost his wife Margaret and 
his daughter Dorothy. Mr. Swoboda was injured. The 
NOMA men injured were Albert R. Jones, Union Metal 
Mfg. Co., Canton, Ohio, and P. S. Brumbaugh, of the Union 
Metal Akron office. 


NASCON AUTOGRAPH BOOKS 


SE autograph books, which are entirely new 
and unique, are beautifully designed in a 
pocket or hand bag size. Their appealing covers 
are imprinted in gold with authentic signature 
reproductions of famous celebrities of the stage. 
screen and radio. Their fillers, which are wire-O 
bound for flat writing surface, include, in addition 
to the fine quality autograph sheets, an alphabeti- 
eal index for recording the date, name and page 
number of signatures collected. Consult your 
local stationer. 


NASCON SALES CORPORATION 
60 E. 42nd St., NEW YORK 17, NEW YORK 
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The PARVA-GRAPH—8 tools in one—is a combina- 
tion Square, Protractor, Right Triangle, Ruler, Compass, 
French Curve, Mitre, Scribing Tool and Divider. Of 
tough, transparent plastic, it bends without breaking. 


sansa, C8 


© ARCHITECTS 

OW « artists @ HOME CRAFTSMEN 
© CARPENTERS @ MECHANICS 
© DRAFTSMEN @ STUDENTS 


Jobber inquiries invited 


PARUA PRODUCTS COMPRNY 


WEST HAVEN, CONNECTICUT 


Wil 
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GRIPPIT is accepted and used as the 
standard Non-Inflammable Paper Cement 
by great industrial firms who buy only after 
thorough tests in their own laboratories. 
Non-Wrinkling, Detachable. Excess rubs 
off. Needed on every desk and drawing, 


Companion products needed in every 
office. ROLTONIC cleans and gently 
naps the rubber platens of all busi 
machines. New gripping surface 
carries file folders, envelopes, etc., 
through, holds them straight. 
TYPTONIC actually flushes away ink, 
eraser dust, office grime from metal 
and rubber type, then disappears 
entirely. 

Both ROLTONIC and TYPTONIC are 
made to the same high quality as 
GRIPPIT. 


All three products care 
Non-inflammable, Non- 
Poisonous, Harmless to 
skin and clothing. 


SAMPLES AND PRICES 


HARRIMAN - WELTS, INC. 
403 RIVER ST.,- HAVERHILL, MASS. 


WRITE FOR 


00 
On the crest 


for 30 Years 


A product is only as good as the friends it has! From 
their beginning, three decades ago, Cook’s Stainless Steel 
File Signals have steadily grown in popularity. Today 
they are the preferred signal in clerical departments 


throughout the U. S. A. and in most foreign lands. 
Card of Samples on Request 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 
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PYRAMID PAPER COMPANY 
401 BROADWAY, NEW YORK, N. Y. 


Manufacturers’ distributors of 
Office and School Supplies. 


Specializing in: Composition Books, Tablets, Pads, 
Printed Forms, Carbon Papers, Ledger Sheets, 
Checker Boards, Paperboard, Etc. 


We Cater to the Export Trade 


Send us your Inquiries. 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 


and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
machines, Stee! Files, Lockers, and Shelving. 


All completely rebuilt and guaranteed by 
“The House That Confidence Built” 
Universal Office Equipment Co., Inc. 
7-9 Waverly Pl., New York 3, N. Y., GRamercy 3-3741 


Curl is something Longhorn Carbon just 
doesn't have. It lies flat—in your typewriter 
—in your desk drawer, whether the day is 
hot and humid or crisp and cold! 


LONGHORN IS TOP-QUALITY CARBON 


Makes clean, sharp impressions. Erasures 
do not smudge . . . Wears like fine silk. 


ALWAYS ASK FOR 


ALL 
DEGREES 
OF 
HARDNESS 


AEOTLER.IN 


COMPLETE 
be DEALER LINE x 


NG ‘SUPPLIES 


Fili Filing 

~" Folder 
Systems e 

. Printed and Ruled 
Guides and Indexes Stock Forms 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court Boston, Mass. 


Write for information 
about 


BUSINESS MAPS 


For Business Men 


The GEORGE F. CRAM COMPANY INC. 


730 E. Washington St. Indianapolis 7, Ind. 


CHAIRS 


MANY STYLES 
Folding Chairs 
Wood or Metal 
Tablet Armchairs 
Prompt shipment from 


stock. Please specify re- 
quirements when inquiring. 


ADIRONDACK 
CHAIR COMPANY 


1140 Broadway, New York 1, N. Y. 
Dept. 7 


OUR INFORMATION DEPARTMENT 
is ready to serve you 


The subscriber’s Information Department will supply 
Let us know if 


you are interested in items, or wish to be placed in 


you with any information you desire. 


touch with any special sources of supply. 


Write GEYER PUBLICATIONS 
260 Fifth Avenue New York 1, N. Y. 
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DEAR BOSS: 


Dear Boss: 

Your last ‘‘carpet session’’ still tingles. 
keep on our toes has me all pepped up. 

I’m writing this in my room at the Waldorf—and note bees 
that it is coming air mail. This hotel provides SKY-RITE air 
mail envelopes for its patrons. : 

What with this rapid drift toward air this—and air that, we 
had better get behind air mail or we'll get left behind. 

And say, Boss, my mail will be coming to you thick and fast. 
Thick with orders and fast by air mail. 

As Aunt Emma would say, why not get in touch with this 
SKYRITE outfit and get a line on their products. 

Honestly, 


Your admonition to 


Spence A. Count 


(SKY-RITE_PAPER AND ENVELOPES) 
Sky-Rite Reg. U. S. Pat. Off. 
Copr. 1946, Agency Paper Co., 
Dept. GS, 74 Varick Street, New York 13, N. Y. 
md for samples on your letterhead 


“K-Line” SELF-LOCKING POSTS 


The most efficient and economical binding 
posts obtainable for use in conjunction with 
various types of STORAGE BINDERS. 
LENGTHS: 1, 112, 2, 22, 3 & 42" 
Expansion Up to 7a Inches 


Samples and Descriptive Booklet on Request 
W. R. KLINE CO. 
440-73rd St., Brooklyn 9, N. Y. 
Western Distributors 
GANE BROTHERS & LANE, INC. 


140 W. 17TH STREET 184 SECOND STREET 
LOS ANGELES, CALIF. SAN FRANCISCO, CALIF. 


_j 


BOSTON } 
| MODEL KS 


you that we're rapidly 
closing the gap in the 
production picture. In 
the meantime, every- 
body is getting his 
share. 


E'RE grateful for your 
Wee'srs and assure 


Cc. HOWARD 
HUNT PEN CO. 
CAMDEN, N. J. 


BOSTON 


isible Record 


Any Record Easy $ 3 4 4 


Sales Quick 500 


Stock Flexible 
Credit Portable \ Cards 
Listing Convenient \ 6*4 in, Complete 


Cost Saves Time 


Use Handifax Cards only. Join together. File 
sheets of Cards on edge in correspondence fold- 
ers. Visible Facts Inspire Profitable Acts. 

Use half-inch Visible Margin for Indexing—Color 
Signaling—Visible Tabulation of vital information. 
Ten years national use. 500 Cards one side Blank, 
one side Ruled: 6x4 in., $3.45; 84 in., $4.40; 
10x4 in., $5.30. Order now. Send no money. 
Satisfaction Guaranteed. 


Write for Catalog 


s 
Handifax .%°s520%3°. st. Louis 


Sheets of Cards 


BRONZE SIGNS & TABLETS 


_ Send post card or letter at once 
, for handsome free catalog, 
showing over 150 photographs 
\_ of genuine solid bronze tablets 
) for testimonials, honor rolls, war 
memorials, etc. Also all kinds of 
bronze business signs. Keep 


catalog on hand for use when needed —no charge or 
obligation. Ask for Catalog D. 


BRONZE TABLET CO., INC. NEW YORK 10, 


SCRAP BOOKS 
@ Fabrekoid Covers in black 


only 
@ Screw Post Metal Binders 
@ Six different sizes 


90... 10428 #03....15% x 12% 
@i....1yA x % 4... 104 2 19% 
902... 13/4 x I as...23 «1% 


Prices on Request 


C PENCIL SHARPENER Speedball Pens MAJESTIC LOOSE LEAF INC. 
a Hunt Pens 122 Spring Street New York 12, N. Y. 
_ || NON- 
; | NONFLEXIBLE STEEL RULES NEATYPE 
Made of highly tempered steel backed with patented 
Non-Slip material. Pit 2 4 
apply |) Seabee ated Large Borie 


tts 


y bookkee 
offices, artists, advertising work. 


NATIONAL RULE CO. 
Rochester 4, N. Y. 
In Canada: Brown Bros., Ltd., Toronto 


Fast Easy Seller 
Wonderful R 
Large Profit 


@ way that there is NO 
APORATION I A 


For Full Particulars and Samples, Write 


STARKEY PAPER & SUPPLY CO 


3800 AGNES AVE. KANSAS CITY 3, MO. 
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EXECUTONE, the modern electronic inter-com, gives 
you split-second, direct voice-to-voice contact with 
every member of your staff. 

No more chasing from office to office to get wanted 
information. No more clogging up your switchboard 
with “inside” calls. You simply press a button on the 
EXECUTONE, and talk with your man! The voice is 
clear and natural. 

EXECUTONE gives you instant control of 
every department—enables you to speed- 
up production, get more work done! The 
coupon will bring you the whole story! 


UNCONDITIONALLY GUARANTEED 


installations, backed by our ungonditi 
guarantee are your assurance of trouble- 
free performance and depe bility. 
EXECUTONE Inter-Com Systems are indi- 
vidually engineered to . 

requirements. ..install 
factory-trained s 
cities throughou 


Lyecilone 


COMMUNICATION SYSTEMS 
Mail Coupon for Further Information 


EXECUTONE, INC. Dept. F-! 
415 Lexington Ave., New York 17, N. Y. 
1 am interested in data on EXECUTONE. 
(CD Please send literature. 
(1) Have representative call. No obligation. 


Two-station systems for 
as little as $68. Larger 
systems, with up to 100 
stations are available. 


Name ” 


Firm 


Address_ 


——— a 
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Complete 
with supplies 


LETTERGRAPH...MODEL C 


Offers every essential feature in an automatic feed stencil dupli- 
cator at an unusually low price. Prints from post card to legal 
size at speeds of 100 or more copies per minute. Simple to 


operate. Sturdily constructed for years of satisfactory service. 


Heyer fe \ \ Quality 


ALWAYS oe / |e SATISFIES 
ae OS 


THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 


901-911 WEST JACKSON BLVD. + CHICAGO 7, U.S. A. 
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Fifteen Famous Firsts 


in the Development of the Front 
_ Stroke Visible Typewriter... The 


Underwood: 


THE FIRST TYPEWRITER with all the writing 
in sight all the time. 


THE FIRST FRONT MARGIN STOPS 
Easiest to reach and easiest to set—of all 
margin stops. 


THE FIRST COUNTERBALANCED SHIFT with 
right and left shift keys. 


THE FIRST LEFT HAND CARRIAGE RETURN 
Leaves left hand in typing position. 


THE FIRST 2-COLOR RIBBON feature permitting 
a choice of two colors by the switch of a lever. 


THE FIRST FRONT STROKE ACCELERATED 
TYPE-BAR ACTION 
Gives ease of touch and quality of imprint. 


THE FIRST INDIVIDUAL KEY LEVER TENSION 
Permits touch adjustment of each key. 


THE FIRST SHIFT KEY LOCK WHICH SHIFTS 
AND LOCKS IN ONE OPERATION 
Eliminates additional locking operation. 


THE FIRST FRONT MARGIN RELEASE KEY 
Permits writing in left margin without disturbing 
the marginal stop. 


o ao ~ oOo o> Ww ND 


10 THE FIRST UNIVERSAL BAR ACTUATED 
DIRECTLY BY THE TYPE BAR 
Spaces carriage with minimum of effort. 
] . THE FIRST STAR WHEEL ESCAPEMENT WITH 
Underwood first scooped the field 11 BEVEL-TOOTH FIXED DOG 
fifty yv ears : Specially designed to speed movement of carriage. 
y years ago... by revolution- 12 THE FIRST CENTERING SCALE 
izing typewriter construction att ee quick and easy centering of headings 
the . - —e — . 
he first front-stroke visible writing 13 THE FIRST INBUILT TABULATOR (SINGLE KEY) 
machine. The tabulator as part of the machine not an 
attachment to it. 
Chis epoch-making achievement 14 to conte tn pacing bo 3 
was so far ahead of any typewriter 15 THE First TYPEWRITER READILY ADAPTABLE a 
on the market. th; TO STENCIL CUTTING << 
arket, that other manufae- Mere touch of lever renders the ribbon inoperative. 


turers simply had to serap their 
designs... and follow Underwood's 
lead. 


Since then... its milestones studded 
with many brilliant mechanical 


firsts . . . Underwood has consist- Yader, WOOd Typewriter Leader of the World 


ently remained “Typewriter Leader 


of the World.” UNDERWOOD CORPORATION, 


One Park Avenue, New York 16, New York 


Copyright 1946, Underwood Corporation 
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